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ADDRESS 


To ensure timely delivery of your 
registration forms, we ask that you address 
your correspondence to : 


U.S. Department of State 

Foreign Service Institute 

George P. Shultz National Foreign Affairs 
Training Center 

Office of the Registrar, Room F2210 

4000 Arlington Blvd. 

Washington, DC 20522-4201 





NUMBERS 


For general course and registration 
information, contact the Office of the 
Registrar: 


(703) 302-7143 or 7144 
TTY Phone: (703) 302-7449 
FAX: (703) 302-7152 
Student Messages: (703)302-7143 or 7144 


Telephone: 


For information on spe: ific programs, 
contact individual department chairs (see 
numbers on pages 7-8). 


For other information, contact the Executive 
Director for Management: 


Catherine Russell 
(703) 302-6729, FAX: (703) 302-7227 





Catch us on-line! 


This Schedule of Courses is now published in four formats: the paper version 
which is updated annually, the CD-ROM version on /nfoLearn distributed 
quarterly to all posts, the most current version on Open Ne/. the Department of 


State's Intranet at http://www.fsiweb.fsi.state.zov. and on the Internet on the 





Federal Learning eXchange at www.flx.gov (Note: course dates are not 





available on the Internet site). 
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Director’s Message 


In the aftermath of September 11", now more than 
ever, the men and women of the State Department 
play a major role in ensuring the peace and well- 
being of the American people and the free world. 
As Secretary Powell has said: “Diplomacy is 
America’s first line of offense”. 


The Foreign Service Institute's mission “to develop 

the men and women our nation requires to fulfill 

our leadership role in world affairs and to defend 

U.S. interests” has never been more relevant. This catalog includes descrip- 
tions of more than 400 courses on a wide variety of subjects available to 
Department employees tuition free. They are available to other USG employ- 
ees involved in foreign affairs on a reimbursable basis. We also offer distance 
learning and other technology-based learning options. The Secretary of State. 
Under Secretary for Management, Director General and I enthusiastically sup- 
port on-going professional training for all Department employees. 


The Institute is currently focusing on four strategic priorities: 


¢ Leader Development—Mandatory leadership training is rapidly becoming a 
reality. The Leadership and Management Training Continuum is a usetul 
guide to available FSI training. 


¢ System for Skills Development—New training continua for Foreign Service 
Generalists, Specialists and for Civil Service employees help employees 
systematically develop knowledge and skills throughout their careers. 


¢ FSI as a Locus for Department/Interagency Dialog on Foreign Policy- 
We are expanding our efforts to conduct lecture series. games and 
roundtables in support of ioreign policy issues and challenges. 


¢ Leveraging Technology for Training—We are increasing our use of technol- 
ogy to reach potential students throughout the world. 


I encourage you to take advantage of the excellent opportunities available 
through the Institute to acquire new knowledge and skills or enhance the 


knowledge and skills you currently possess. It has never been more important. 


Katherine H. Peterson 
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FOREIGN SERVICE INSTITUTE 
August 2002 
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HOW TO USE EE 
THIS CATALOG INTRODUCTION o...----cccccccceccsssssccoeeeeeeeeceeennsee 


' / nm ADMINISTRATION ....-.-ccccccecceceeseeeseeoeeeeesereveeeene 

oY The COURSE DESCRIPTIONS give 
details about content, liming, target a 
audience, and tuition rates. You can find COwamMUNICATION/PUBLIC SPEAKING ............ 


a Course In tWO Ways: 
1. Course descriptions are organized under COMPUTER & COMMUNICATIONS SYSTEMS .... 


the following themes. Look under the theme COMPUTER END-USER SKILLS ..............ccccees 
that best fits what interests you: 








CONSULAR TRAINING... cccccccccceeceennennnenees 
Administration 
Communication and Public Speaking a 
Computer & Communications Systems 
Technical Skills ECONOMIC AND COMMERCIAL AFFAIRS ........ 
Computer End-User Skills EXTERNAL TRAINING 
ComulecTaiing  . | Snnravec..._.__ 
Distance Learning FOREIGN SERVICE NATIONAL TRAINING ........ 
Diversity 
neon, IT ee Le GLOBAL AND MULTILATERAL ISSUES .........00000 
External Training | INTERPERSONAL SKILLS ............c0ccceessoveesenneeeee 
Foreign Service National Training 
Global and Multilateral Issues LANGUAGE STUDIES .............c0cceeeeeeereennnnnnennnnens 
interpersonal Skills LEADERSHIP MANAGEMENT .......0cscsooooceesnsee 
Language Studies 
Leadership/Management NBGOTUATOIOIN qccccccccccccsccscnsccscnssnsnsececssososeeseense 
Negotiation 
Office Management OFFICE MANAGEMENT. 0000 ccccceececnenennnnnnee 
Onentation 
Overseas Living 
Political 
Program Planning and Assessment ee 
Public Diplomacy 
Retirement PROGRAM PLANNING AND ASSESSMENT ....... 
Secunty 
. %. PU en 
Self Study - Traditional satin 
Training Skills 
nen ET 
2. aren't sure about the theme, b , 
af ay ef ae eee le 


you know the Title of the course. look it 
up inthe INDEX to tind the page number —s TRAINING SKILLS 
of the course description 


COCO E EEE O EEE E EE EE OEE EEESE SEES 








TRRAINISE UT CLIIND accoccoccccsccccsscocccccccccorcescccoooosoooessees 
Y What about language classes’ 
—P eT _ tT 1 |. 
The LANGUAGE STUDIES theme. page 
201. describes the different types Of INDEX ...........cccssssrennnesseresseeessnnessnesennnennennes 
language courses, proficiency tests. and , 
the training calendar KEY CONTAC TS COCO O ROO O OREO HEHEHE EEE EEE EEE EEE EE EE SEES EEEEED 
/ Schedule of Courses 
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4 Y How to register Y What if | need more information’ 
Ms See ADMISSIONS on page 5. Call the OFFICE OF THE 
REGISTRAR, (703) 302-7144. for general 
| ~ To leam more about the George P. Shultz information, or the office numbers listed 
National Foreign Affairs Training Center with individual courses. See also the list 
of telephone numbers provided on 
The INTRODUCTION, pages 1-40, will pages 7-8 of the INTRODUCTION. 
answer your questions about the Foreign 
Service Institute with its language, area, ~Y How to reach someone in training. 
professional, leadership and management 
training, the Senior Seminar, and the Call (703) 302-7143 or 7144, or fax 
Transition Center (703) 302-7152. 7:30 a.m. to 5:00 p.m. 
In emergencies, messages are delivered 
oY Getting here and studying here to the classroom. Otherwise, messages 
and official mail for students are placed 
Maps and transportation guides begin in mail slots outside the Office of the 
on page 2. GENERAL INFORMA- Registrar (Room F2210). 
TION, page 4. answers the most common 
questions. 
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_ ee 17 
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Management Development Division (LMS/MD) 

Crisis Management Training (LMS/CMT) 
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Definitions of OPM Competencies 

Leadership and Management Continuum Highway 

Foreign Service Promotion Precepts 
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THEMES 

ADMINISTRATION 

Administrative Management 

Overseas Administrative Management (PA243) 4) 

Basic Administrative Management (PA224) . 42 

Customer Service Training (PA143) 43 

Domestic Administrative Officers Seminar (PA 160) ai 

Management Controls Workshop (PA1 37) 45 

Managing Customer Service (PA123) 46 

Financial Management 

Accounting. Vouchering & Certification (PA216) 4) 

CFMS System Overview & Onrentation (PAISO) 4s 

CFMS Budget Execution (PAIS1) 4x 

CFMS Requisition Documents (PAIS3) 49 
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Human Resource Management Course (PA231) 
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AREA STUDIES 
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Intensive Regional Area Studies 
Sub-Saharan Africa (AR210). 
East Asia (AR220) 
China (AR250) 
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Southeast Asia (AR270) 
Western Hemisphere (AR239) 
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Russia/Eurasia (ARI81) acide 
Caucasus and Central Asia Module (AR282) 
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Europe (AR291) 
European Union Module (AR292) 
Balkans Module (AR293) 
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Accelerated Windows 2000 (YW275) 
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Workshop MS PowerPoint 2000 (PS343) 
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INTRODUCTION 


George P. Shultz 
National Foreign Affairs 
Training Center 


Since 1993, the Foreign Service 
Institute has been located at the George 
P. Shultz National Foreign Affairs Training 
Center in Arlington, Virginia. Situated on 
a campus-like setting of 72 acres, the 
training Center is only ten minutes from 
the main Department of State building in 
Washington, D.C. 


The site on which the training center 
is built was originally the home of 
Arlington Hall Jumor College. It also once 
served as an Army installation, Arlington 
Hall Station. In 1989, this land was 
transferred to the Department of State to 
be used for the training of foreign affairs 
personnel. Histovans have deemed the 
site noteworthy “for its local architectural 
importance and nationally significant role 
in Amencan military intelhgence operations 
during World War Il.” Four structures 
dating from the early history of the site as 
a jumor college have been renovated and 
incorporated into the training center. The 
training facility was named in honor of 
George P. Shultz, Secretary of State 1982- 
1989, who was instrumental in the 
establishment of the facility. 


The George P. Shultz National Foreign 
Affairs Training Center (the Shultz 
Center) of the Department of State is the 


federal government's primary training 
facility for personnel of the foreign affairs 
community. The Department bureau that 
provides the training is the Foreign 
Service Institute (FSI). In addition to 
Department of State personnel, FSI 
provides training for more than 43 other 
government agencies. 


The Foreign Service Institute offers 
more than 425 courses, including some 
60 languages that range in length from 
several days to two years. The courses 
are designed to promote successful 
performance in each professional 
assignment, to ease the adjustment to 
other countnes and cultures, to promote 


_ meaningful family experiences, and to 


enhance the leadership and management 
capabilities of the foreign affairs 


| community. 


Most courses offered from October 


| 2002 through September 2004 are listed 


in this publication. There are some 
courses for which we do not have 


_ information at the time of printing. The 


Shultz Center advertises new offerings 


_ on the Department of State's Intranet. 
_ If you have any questions, please call the 


Office of the Registrar at (703) 302-7143/ 
7144 or send a fax to (703) 302-7152. 
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DIRECTIONS 


The George P. Shultz National Foreign 
Affairs Training Center is located at the 
junction of Arlington Boulevard (Route 50) 
and George Mason Drive. Travelling west 
from Washington, DC on Arlington 
Boulevard, exit on the right at George 





Mason Drive, turning left at the traffic 
light. Turn left again at the next traffic 
light at the end of the overpass, onto 
Arlington Boulevard service road. Enter 
the Shultz Center at the second entrance 
on the nght 
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GENERAL 
INFORMATION 


Contact us on line on the Department of 


State Intranet: fyiweb fui state gov 


ACCESS TO BUILDINGS 

The hours of operation are 7:00 a.m. to 
6:00 p.m. on federal workdays, and 
the facility ts usually open 8:00 a.m. to 
5:00 p.m. on weckends and holidays 
Individuals who have a Department of 
State ID badge may enter the facility 
through any one of the card reader access 
points along the inner perimeter fence. If 
your badge has not been coded for the 
Shultz Center, you may obtain an access 
form from the General Services Office 
of FSI, Room F2131. Those who do not 
have a Department of State ID badge may 
have to be escorted, and must enter the 
facility at the Visitors Center. Picture 
identification must be presented to the 
receptionist at the Visitors Center for 
admittance. All visitor badges are to be 
returned to the Visitors Center upon 
completion of the course. If you have 
difficulty with your badge and you are a 
Department of Siate employee, please 
contact the General Services Office of 
FSI, Room F213! 


ACCREDITATION/ 
CERTIFICATION 

The Foreign Service Institute 1s a federal 
traning facility, and is not accredited as an 
academic institution. Students may be able 
to obtain credit for courses taken at PSI by 


providing transcnpts and course content 
information to an academic institution 


The decision to seck academic credit 
for an FSI course ss entirely up to the 
individual student and 1s an option made 
available by FSI for those students who 
may find « useful on thew future academuc 
studres. Those choosing the credit option 
may be required to complete additonal 
work or submit to testing so that thei 
performance can be evaluated and a 
recommendation for credit entered on thew 
academic transcript 


Those students who wish to have their 
courses at FSI accepted for creda by an 
academic institution must first apply and 
be admutted to an appropnate department 
Of program at them mstitution. On written 
request, the Registrar at FSI will issue an 
acacemic transcnpt and course content 
information to the individual(s) or 
mstitution(s) of their choice 


College credit or Continuing Education 
Units (CEUs) may be available for some 
courses available through the FasTrac 
distance learning progzam. Some FasTrac 
and SmartForce courses prepare 
Information Technology professionals for 
some vendor certifications. Please refer 
to the program descriptions for more 
information 


ADDRESS 
Correspondence and registration forms 
may be sent to the following address: 


U.S. Department of State 

Foreign Service Institute 

George P. Shultz National Foreign 
Affairs Training Center 

Office of the Registrar, Room F2210 

Washington, D.C. 20522-4201 
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Given potential delays im mai! delivery 
ai the present ume. in addition to masling 
your trasming request, you may also want 
to fax trang forms to the FSI Office of 
the Registrar (703) 302-7152 


ADMISSIONS 

Applications for FSI training for direct 
hire U.S. Government Department of 
State employees must he made on the DS- 
755 “Request for Training” form 
Employees from ail non-State agencies 
must use the SF-182, DD-1556, or FSI 
approved facsimile. Samples and 
mstructions for completing the forms are 
provided herein. Non-State applicants 
must inciude their Agency Locator Code 
in Block 24 of the SF-182. Department 
of Detense applicants must provide their 
Disbursing Station Symbol Number 
(DSSN) in lew of the Agency Locator 
Code on the DD-1556, SF-182, or other 
approved form. Applicants from other 
Executive branch agencies, military 
services, Members of Congress and the 
Judiciary, and federal employees of the 
legislative and judicial branches pay for 
training at FSI according to the tuition 
schedule in this catalog. All information 
must be completed on training forms, 
including required «ignatures. To ensure 
readability, all training request forms 
should be typed. The DS-755 and SF. 
182 are available on the FSI Intranet web 
site and on ¢-forms on the Department of 
State Intranet. All tuition costs must be 
approved and signed by an appropriate 
authority of the employee's or family 
member's bureau or agency. Fiscal 
information must be clearly identified on 


the trang form. Apphcations for traming 
should be submutied to the FSI Office of 
the Registrar at least five (5) working days 
prior to the start of the course 


No student may be admutted to class 
without first having submutied an approved 
traiming request form. A separate form 
must be submitted for cach course. To 
change to another course, or substitute 
one course candidate for another, a sepa- 
rate traming request form must be sub- 
mitted. For other changes. such as 
extending or shortening the period of 
tramming, or changing to another section 
of the course (new dates}, a new form is 
required only for reimbursable traiming. 
However, notification of any change must 
be made in writing to the FSI Office of 
the Registrar. To avoid the no-show pen- 
alty, in all cases, the notification must be 
at least five working dates before the class 
begins, or ten working days if payment 
was made by credit card. Questions re- 
garding enrollment should be directed to 
the FSI Office of the Registrar at (703) 
¥O2-7144/7144. See also information un- 
der Cancellations and Withdrawals, and 
“No-Shows” and Incompletes 


BUS SERVICE 

Department of State shuttle bus service 
1s available during the workday between 
Main State and the Shultz Center. Shuttle 
bus schedules are posted at Main State in 
the D Street lobby, and copies are available 
im the Shultz Center Visitor Center and 
the FSI Office of the Registrar, Room 
F2210. The schedule is also posted on 
the Department of State Intranet website 
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An acceptable form of identification must 
be presented to board the shuttle bus 


Public iransportation ts also available 
As schedules and routes periodically 
change. please confirm directly with 
Metro ridership information § at 
(202) 637-7000 


Traveling by Metrorail, the closest 
Station is Ballston on the Orange Line. 
From the Ballston Metro Station, the 22B 
(Pentagon) bus takes passengers by the 
bus stop at the Shultz Center entrance on 
South George Mason Drive and Sixth 
Street. From the Pentagon Metro Station. 
take the 22B (Seven Corners) bus. 
disembarking at the same bus stop. 


Metrobus service 1s also available from 
the Rosslyn Metro station on the 4A 
(Culmore ) bus traveling southbound to the 
bus stop on Arlington Boulevard (Route 
50) from which you must walk across 
the highway overpass and enter the facility 
through the Arlington Boulevard entrance 
Traveling northbound from the bus stop 
at the Arlington Boulevard entrance, take 
the 4A (Rosslyn) bus 


CANCELLATIONS 
AND WITHDRAWALS 


Due to the overwhelming requests for 
training, cancellations must be received 
in writing by the Office of the Registrar 
within five working days before the 
course begins. When payment is made 
by credit card, concellations must be 
received in writing by the FSI Office of 


the Registrar within ten working days 
before the course begins. A cancellation 
received after the tenth day is non- 
refundable for all training paid by credit 
card. 


To officially withdraw a student who 
has attended one or more sessions of a 
course, the appropriate training officer 
should immediately notify the FSI Office 
of the Registrar by fax or electronic mail 
(e-mail). The withdrawal notification 
should state the reason(s) for the 
withdrawal. Non-State agencies should 
submit a new training request form 
showing amended training dates. 


CAREER DEVELOPMENT AND 


LONG-TERM TRAINING 

In addition to the training opportuni- 
ties that are described in this catalog, other 
training opportunities are available to De- 
partment of State employees. The Bureau 
of Human Resources (HR) announces 
long-term training Opportunities every 
year. Information is posted on the HR 
web site on the Department of State 
Intranet. Examples of senior training are 
the National War College and senior fel- 
lowships. Mid-level training opportuni- 
ties include such programs as the Armed 
Forces Command and Staff College, the 
Dean and Virginia Rusk Fellowship pro- 
gram, and the Una Chapman Cox Sab- 
batical Leave Program. Other career 
development programs such as Senior 
Executive Service (SES) and leadership 
training for all levels of management are 
announced in Department Notices. 
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INTRODUCTION 


CHILD CARE 

A child care center opened at the Shultz 
Center in September 2001. The center 
accommodates approximately 30 
children. Priority is given to the children 
of Department of State employees in 
training in the Washington, D.C. area. 
Details are available on the FSI web 
page on the Department of State 
Intranet, or by contacting the provider 
Beatrice Tierney (Phone: (703) 525-0593; 
fax (703) 525-0555: or e-mail: 
beatierney @ aol.com.) The FSI contact is 
Colleen Lewis, who serves as the 
Contracting Officer for the child care 
facility (703) 302-7233. 


CONTACT NUMBERS 

For general course and registration 
information, contact the FSI Office of the 
Registrar: 


Telephone: (703) 302-7143 or 7144 
TTY Phone: (703) 302-7449 

FAX: (703) 302-7152 
Student 

Messages: (703) 302-7143 or 7144 


For information on specific programs, 
contact individual department chairs. 


For other information, contact the 
Registrar, Alice Murray, on (703) 302- 
7143/7144, FAX (703) 302-7152, or the 
Executive Director for Management, 
Catherine Russell, on (703) 302-6729, 
FAX (703) 302-7227. 


EXECUTIVE OFFICE 
FOR MANAGEMENT 


EXECUTIVE DIRECTOR 

(703) 302-6729 

AUDIO VISUAL FACILITY 

(703) 302-6788 

BUDGET AND MANAGEMENT OFFICE 
(703) 302-7283 

GENERAL SERVICES/ACQUISITIONS 
(703) 302-7233 

MULTIMEDIA AND LIBRARY SERVICES 
(703) 302-7153 

OFFICE OF MANAGEMENT 
INFORMATION SYSTEMS 

(703) 302-7201 

PERSONNEL OFFICE 

(703) 302-6813 

OFFICE OF THE REGISTRAR 

(703) 302-7143/7144 


LEADERSHIP AND MANAGEMENT 
SCHOOL 
(703) 302-6743 
THE SENIOR SEMINAR 
(703) 302-7178 
CRISIS MANAGEMENT TRAINING 
(703) 302-7366 
EXECUTIVE PROGRAMS 
(703) 302-7194 
MANAGEMENT DEVELOPMENT 
TRAINING 
(703) 302-7199 


THE SCHOOL OF APPLIED 
INFORMATION TECHNOLOGY 
(703) 302-6957 
INFORMATION MANAGEMENT 
TRAINING 
(703) 302-6752 
PROFESSIONAL DEVELOPMENT 
(703) 302-9000 
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THE SCHOOL OF 

LANGUAGE STUDIES 

(703) 302-7242 
ROMANCE AND NORDIC 
LANGUAGES 
(703) 302-7527 
EUROPEAN, CENTRAL ASIAN, AND 
AFRICAN LANGUAGES 
(703) 302-7061 
ARABIC AND ASIAN LANGUAGES 
(703) 302-7291 


THE SCHOOL OF PROFESSIONAL 
AND AREA STUDIES 
(703) 302-6940 
ADMINISTRATIVE TRAINING 
(703) 302-6986 
AREA STUDIES 
(703) 302-6863 
CONSULAR TRAINING 
(703) 302-7164 
CURRICULUM AND STAFF 
DEVELOPMENT 
(703) 302-6952 
ECONOMIC TRAINING 
(703) 302-7257 
OFFICE MANAGEMENT TRAINING 
(703) 302-6926 
ORIENTATION 
(703) 302-6996 
POLITICAL TRAINING 
(703) 302-7184 
PUBLIC DIPLOMACY 
(703) 302-6940 


TRANSITION CENTER 
(703) 302-7272 
CAREER TRANSITION CENTER 
(703) 302-7407 
THE OVERSEAS BRIEFING CENTER 
(INFORMATION CENTER) 
(703) 302-7276 
TRAINING DIVISION 
(703) 302-7267 


DISTANCE LEARNING 

FSI is committed to making learning 
accessible. Many distance learning options 
are available, including correspondence, 
self-study, and multimedia-based courses, 


_ and some courses are on-line on the 


Department of State’s Intranet or the 
Internet. In some courses, you can set your 
own pace; in others, you will be mentored, 
or guided by a teacher. This is a convenient 
and highly personalized way to learn. See 


: the Distance Learning section of this catalog 
_ for more information about courses and 


registration procedures. 


DRESS/CLASSROOM 
ATMOSPHERE 

The classroom atmosphere at FSI is 
somewhat less formal than that of a 
government office in Washington. At the 
same time, it is a place of business and 


_ Students should dress with this in mind. 
_ Coats and ties are normally not required 
_ for men, but neat sport shirts or open- 
_ collared dress shirts are expected. Slacks 
_ and sweaters are appropriate; shorts, “tee” 
_ shirts, and flip-flop type footwear are not. 


For women, dresses, slacks, blouses and 


_ Sweaters are appropriate; shorts and halter 
_ tops are not. While the grounds of the 


Shultz Center are ideal for walking, jogging, 


_ etc., students are reminded that this is still 


a place of business. Swimwear is not 
appropriate. Senior diplomats from 


_ foreign embassies or other high-level 


officials frequently lecture in FSI courses 
or visit the Institute. Instructors will try 
to inform students in advance about such 


_ visits and students will be expected to be 


attired as for business (e.g., jackets and 
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ties for men) to meet with these 
individuals. 


FSI is the student's duty station for as 
long as he or she is enrolled. The business 
here is learning. This means that students 
are expected to be alert, to participate, and 
to display courtesy towards all FSI 
employees and to fellow students. Students 
are expected to be on time and to remain in 
class until the session is completed. 


EXTERNAL TRAINING 

Department of State employees assigned 
domestically or while in the States may 
also take advantage of training 
opportunities provided by other 
government agencies or domestic training 
institutions, colleges and universities, and 
private vendors. The FSI Office of the 
Registrar manages the Department of 
State's External Tiaining Program. 
reviewing and approving all requests for 
external training for Department of State 
employees, and maintaining external 
training records. External training may be 
bureau-funded or funded by FSI, subject 
to funds availability. 


To request external training, employees 
should complete a SF-182 “Request, 
Authorization, Agreement, and Certi- 
fication of Training” form, obtain 
supervisory approval, and send it to your 
bureau training officer. If the training 


eaceeds 80 hours, the training request | 


must be accompanied by the signed 
Continued Service Agreement on the back 
of the first page of the SF-182. A signed 


“Training Agreement” form must also | 


accompany each request. These forms 
are available on the FSI web page on the 
Department of State Intranet. Completed 
forms should be sent to the FSI Office of 
the Registrar for final review and approval. 


The FSI Office of the Registrar reviews 
external training requests according to the 
following criteria: 


* A course of the same or similar content 
is not available at FSI. In those cases 
where there are questions regarding 
duplication, the training request will be 
sent to the appropriate FSI school for 
review. 

¢ The training is job- or career-related. 

¢ There are no outstanding training 
evaluations from prior courses funded 
by the Department of State. 

* External training requests must be 
received at least six weeks prior to the 
start of the course. 


Funding for external training is subject 
to funds availability and there are 
restrictions: 


* There is a cap on the amount of tuition 
that may be funded by FSI. Please 
contact your bureau training officer for 
information on funding limits. Bureaus 
may pay for training that exceeds the 
cap for FSI-funded training. 

* Tuition may not be split between 
funding sources (e.g., the student may 
not pay the difference). 

* Language training, conferences, and 
seminars may not be funded through 
the External Training Program, but may 
be funded by bureaus. 
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¢ FSN training is not funded through this 
program. 


For more information on the external 
training program, please contact your 
bureau training officer or the FSI Office 
of the Registrar at (703) 302-7138/7142. 


General Instructions 
for Completing the 
DS-755 FORM 


The following instructions are to be used 
when completing the DS-755 (Request for 
Training) Form. This form is to be used by 
Department of State employees only. 


1. The employee's full name must be 
used. The phone and room numbers 
are required for FSI to call or mail 
information as agency telephone 
directories are often out of date. 


2. The correct course code, title, and 
section are found in this catalog. 


3.,4. & 5. The beginning date, ending 
date and length of course are found 
in this catalog and Department 
Notices. 


6. Indicate Department of State as the 
parent or employing agency of the 
nominee. 


7. 8.,9.,10.,& 11. It is important that 
these sections are completed. This 
information is needed for statistical 
reports and for issuing transcripts. 
The social security number provides 
access to the student enrollment 
system. Failure to provide this 
information may result in delaying the 
applicant's enrollment and. in some 
cases, the opportunity to take a course 


if the course fills prior to information 
being obtained. 


12.Fill in the applicant's present and 
proposed office or post of assignment 
if known. This is needed by FSI to 
assure appropriate training and to 
enable the employee to receive per 
diem, if entitled. 


13.N/A 


14, 15. & 16. If the position to which 
the student is being assigned is 
language designated, fill in the position 
number after “LDP” and the required 
S/R levels after “LEVEL,” e.g. S-3/R- 
3. (Indicate on this line whether the 
student is on language probation.) 


17.Name of supervisor and signature. 
18.Cone pertains to Foreign Service only. 


19.Primary Skill Code pertains to Foreign 
Service only. 


20.Name, phone number, and signature 
of Training Officer. 


21. NWA 
22. NWA 


23.As some courses require different 
levels of clearances, the security 
clearance level must be annotated in 
this area. Omission of this information 
may delay or negate a student's 
eligibility for enrollment. 
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US Department of State 
REQUEST FOR TRAINING 


1. NAME (Last, First, Middle) & OFFICE ADDRESS 
Complete office rymboi, 
Doe, Jane R., A/RE/YY, Main State, Rm. 3888 































































20. SIGNATURE (Training Officer) 21. COST OF COURSE 
Sih Smith (202)647-1111 N/A 
22 SIGNATURE (Certifying Officer) TE fu-d-y999) 23 SECURITY CLEARANCE 
1/02/2003 Top Secret 
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INTRODUCTION 


General Instructions for 
Completing the SF-182 


The traditional 10-page (carbon paper) 
form may be used. as may forms printed 
trom electronic media (e-forms or the FSI 
web page on the Department of State 
Intranet). For Department of State 
employees using an electronic version, 
send only Copy | (with Agreement to 
Continue in Service if training ts longer 
than 80 hours) and Copy 9 (two-page 
evaluation). 


A. Agency code. For employees of the 
Department of State, this number is 
19-00-0001. 


1-6. Follow instructions on form. 


7. For Department of State employees, 
provide office acronym and 
interoffice mailing address: for non- 
State applicants, use complete postal 
mailing address. Office FAX number 
is useful. 


8-14. Follow instructions on form. 


15. For Department of State employees. 
provide correct vendor name and 
mailing address and use |5b to add 
vendor's phone and FAX numbers. 
For non-State applicants, “FSI/Shultz 
Center, 4000 Arlington Blvd., 
Washington, D.C. 20522-4201.” 


17-20. Follow instructions on form. 
Codes, which can be found on the 
back of the last page of the form, are 


optional. 


21. If payment by purchase order, 
provide complete appropriation/fund 
information: if funding is requested 
from FSI’s External Training 
Program, indicate that. 

If payment TO the Department of 
State by credit card, provide U.S. 


Government purchase card holder's 
name. card number and expiration date 
of the card in “Agency Use” box. 

If payment BY a Department of State 
purchase card, provide cardholder's 
name in 21 and attach copy of FSI 
Registrar's approval to application. 


21-22. For Department of State 
employees, the tuition amount is the 
only cost covered by FSI's External 
Training Program on this form — not 
books or miscellaneous. Please do 
not include other costs associated 
with training (e.g.. travel. per diem) 
on the SF-182. 


23. Purchase order number, if not clearly 
identified in block 21. If payment 
TO the Department of State by credit 
card, provide bank purchase card 
receipt number. 


24. Agency locator code. DOD employees 
should provide the Disbursing Station 
Symbol Number (DSSN) in lieu of the 
Agency locator code. 


25 If payment TO the Department of 
State by credit card, provide billing 
address of the purchase card (official, 
not personal address) 

If payment BY the Department of 
State, follow Bureau Training 
Officer's instructions. 


26-29. If payment TO the Department 

of State by purchase order, follow 
agency policy. 
If payment TO the Department of 
State by purchase card, 26 is required, 
27 optional, 28 required if applicable, 
and 29 should indicate the name and 
“Title of Purchase Card Holder” with 
their approval. If payment BY the 
Department of State, 26 is required, 
27 is up to the Bureau, 28 is required 
(Bureau Training Officer) and 29 is 
for FSI External Training approval. 
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LANGUAGE PROFICIENCY AND 
MLAT TESTING 

Department of State employees may 
arrange for language proficiency tests by 
contacting the FSI Language Testing Unit 
(703) 302-7125, for an appointment. 
Appointments must be made at least two 
weeks in advance. Department personnel 
may also arrange to take the Modern 
Language Aptitude Test (MLAT) by 
contacting the Language Testing Unit. 
Employees of agencies other than the 
Department of State may arrange for 
proficiency and MLAT testing through 
their agency training office. This service 
is provided to non-State agencies on a 
reimbursable basis. 


LEAVE 

Students should not expect to take leave 
while they are in training because courses 
are carned out on a continuing basis. For 
short-term courses (less than 6 weeks), 
students must be present for 80% (90% 
at the Warrenton Training Center) of the 
class hours of a course in order to receive 
credit for the course; otherwise. the 
student must re-take the course 

Some long-term courses have 
occasional optional leave days and class 
breaks—typically the period between 
Chnstmas and New Year’s—when students 
can take annual leave. Students not 
wishing to take annual leave during these 
periods may either remain in training, or 
may engage in full-time self-study at FSI. 
or in other activities arranged with FSI and 
their parent agencies. State Department 
students assigned to FSI who wish to take 
annual leave on optional leave days, or 
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who need to take emergency annual leave. 
should submit a SF-71. Application for 
Leave, to their training Supervisor. The 
Training Supervisor may consult the 
Assignments Officer as appropriate 

If a student in long-term training must 
miss a class session due to medical 
appointments or other official 
requirem: nts, approval must be obtained 
in advaxce from the student's Training 
Supervisor. In the event of absence 
resulting from illness. students should 
inform the Training Supervisor by phone. 
When the student returns. he/she should 
submit a SF-71, and have the Traiming 
Supervisor sign it. FSI may require a 
doctor's certification in conformance with 
3 FAM 3423. 

State Department students in long-term 
training who are assigned to FSI should 
record all absences on a timesheet that 1s 
available in the Office of the Regrstrar. 
and submitted bi-weekly for payroll 
purposes. Documentation of any leave 
taken must be attached to the timesheet 
The timesheet must be signed by both the 
student and the Training Supervisor, who 
are both accountable for the accuracy of 
the data. Check with the Office of the 
Registrar if you are not sure of the correct 
procedure for reporting your time and 
attendance. 


MESSAGES 


Students who are in long-term training 
(six weeks or longer) can request an FSI 
e-mail account from the Office of 
Management Information Systems, Room 
F1304. Computers for student us > and 
hook-ups for lap-top computers are 











available throughout the facility. Phones 
messages may be left for students in the 
mail slots located outside of the FSI Office 
of the Registrar, Room F2210. In the event 
of an emergency phone call for a student. 
the message will be delivered to the 
student's classroom. Students are 
responsible for checking their mail slots 
throughout the day for messages. faxes. 
and official mail. Messages may be left at 
(703) 302-7143 or (703) 302-7144 from 
7:30 a.m. to 5:00 p.m., Monday through 
Friday. 


“NO SHOWS” AND 
INCOMPLETES 

Department of State bureaus will be 
requested to pay all tuition costs for “no- 
show™ students enrolled in a class who 
fail to attend. At FSI's discretion, a waiver 
may be issued in the case of illness or 
family emergency. Similarly, bureaus will 
be expected to pay half-tuition costs for 
incompletes (less than 80% attendance. 
or less than 90% at the Warrenton 
Training Center) for other than illness or 
family emergency. Bureaus will be 
responsible for determining accountability 
for “no-shows,” incompletes, and taking 
appropriate action within the bureau 


Each quarter, FSI will submit a monthly 
Statement to the Bureau of Resource 
Management (RM) for each Departinent 
bureau based on “no-shows.” RM will 
transfer the funds from the bureaus to 
FSI. At the end of each fiscal year. RM 
will make the adjustments necessary to 
restore the funding bases of the bureaus 
and FSI. Bureaus will receive copies of 


these monthly statements in order to track 
the funding impact for “no-shows” and 
incompletes. Non-State agencies will be 
billed for “no-shows” and will be expected 
to pay full tuition for incompletes. 


PARKING/CARPOOLS 

Short-term (less than two hours) visitor 
parking 1s available at no charge in the 
visitors parking lot that 1s located adjacent 
to the Visitors Center. Temporary parking 
is available for a longer duration. No fee 
is charged for parking for one week or 
less on an annual basis. After one week a 
fee of $1.00 per day is charged. 
Individuais using the free parking days 
must park in Lot P3. Monthly parking 
permits are available for long-term 
students (four weeks or more) for $18/ 
month subject to an annual review and 
possible adjustment. Applications must be 
made online on the FSI web page on the 
Department of State's Intranet. 


A Carpool Bulletin Board to assist 
persons in forming or joining carpools ts 
located in the Cafeteria Building. By 
agreement with Arlington County and local 
citizens groups, ro parking is permitted 
on South George Mason Drive or in the 
neighborhood adjacent to the campus. 


SPECIAL NEEDS 

The Department of State designed the 
Shultz Center to accommodate students 
and staff with special needs. The sidewalk 
and hallway ramps. restrooms, doors, and 
elevators provide access for those with 
special needs. In addition, most of the 
door signs to classrooms and offices are 
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in Braille, ard a TTY phone ts available 
for use in the Office of the Registrar 
Department of State students requiring 
additional services. ¢.g.. readers. 
imterpreters. ctc.. should contact the Office 
of Work and Family Programs. HR/ER/ 
WFP. on (202) 261-8173. To inform the 
instructional staff at FSI, please contact 
individual program offices. If additional 
services are needed for students from 
agencies outside of the Department of State. 
all special arrangements must be made and 
paid for by the parent agency. 


TRAINING CONTINUA 

FSI has developed several training 
continua to assist Department of State 
employees and supervisors in identifying 
training and development opportunities. 
These include the Leadership and 
Management Training Continuum, the 
Training Continuum for Civil Service 
Employees, and the Training Continuum for 
Foreign Sc rvice Generalists. These training 
continua are available on the FSI Intranet 


web site at http://fsiweb.fsi state. gov, 
TRANSCRIPTS 


FSI will provide transcripts of courses 
completed at the Institute or through the 
Department of State External Training 
Program. Requests for transcripts should 
be sent in writing to the FSI Office of the 
Registrar. Students seeking credit for 
training from academic institutions in 
which they are studying should consult 
with the appropriate FSI tra:ning 
supervisor or department chair. 
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TUITION AND 
REIMBURSEMENTS 

Department of State Employees: 
There is no tuition charge for direct 
hire U.S. Government employees of 
the Department of State. The 
Department of State pays for traming at 
FSI by funding salanes of FSI permanent 
staff and providing FSI with a lump sum 
allotment of funds appropriated to the 
Department of State. Therefore. 
Department bureaus are not charged to 
send direct hire Government personnel to 
regularly scheduled training. Bureaus are 
charged. however. if their employees fail 
to attend class (see the separate section 
on No Shows/Incompletes). Bureaus may 
be asked to pay for special programs that 
they request or to develop new programs 
or special offerings. 


Federal employees of other 
executive branch agencies, the 
legislative and judicial branches, and 
the military services, members of 
Congress and the Judiciary, and 
private sector individuals who are 
admitted to FSI training pay for the 
training according to the tuition schedule 
in this catalog under the provisions of the 
Economy Act and the Foreign Affairs 
Reform and Restructuring Act. Other 
agencies May request special programs and 
will be required to pay for them. Please 
direct questions on the reimbursement 
policy to the FSI Budget Office at (703) 
32-7284. Language training will be billed 
as a full week. regardless of the day of the 
week on which the training starts or ends. 








x _ 


WEATHER RELATED CLOSINGS 
The George P. Shultz National Foreign 
Affairs Training Center is a federal 
government facility. Weather related 
closings, carly dismissals, or delayed 
arrival policies are determined by the 
Office of Personne] Management (OPM) 
and conform to the policy that 1s applicable 
to the Department of State and other 
federal offices. OPM will make every 
effort to notify the news media by 6:00 
a.m. in the event of an announcement of 
this type. Students should listen to their 
local radio or television stations for further 
information. Long-term students should 
discuss notification processes with their 
Division Coordinator or Language 


Training Supervisor. 
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LEADERSHIP AND 
MANAGEMENT 
SCHOOL 


The Leadership and Management 
School (LMS) was established 
October 1. 1999. to respond to the 
mcreasing recognition of the need for 
sustained development of career leaders 
and managers in the Department and 
larger foreign affaits community. in 
addition to the courses offered by LMS, 
leadership and management content ts 
integrated throughout the FSI curnculum. 
as appropriate, and taught by LMS 
personnel in conjunction with other FSI 
colleagues. LMS programs are interactive. 
building on the existing skills and 
background of participants. allowing them 
to hone these skills and develop and apply 
new ones as part of the traming programs 
The Leadership and Management School 
Is a response to the increasing leadership 
and management complexity and demands 
that face our employees in the 21" Century 


Our mission is: 


FSI's Leadership and Management School 
develops competent, effective foreign 
affairs professionals to meet the 
challenges of the global workpiace 


The school accomplishes this missron by 


1. Designing and conducting relevent 
leadership and management trainir » 
programs which address career needs 
from entry level through the senior 
ranks. 


2.Overseeing the leadership and 
management training continuum to 
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ensure paricipation by Forengn Service 
and Civil Service employees 


3.Managing external leadership and 
managemeni training resources so 
employees have quality long-term 
training with direct carcer apphcation. 


4.Working with bureaus and overseas 
Missions to improve organizational 
effectiveness and crisis management. 


The Leadership and Management School 
achieves its mission through a commitment 
to excellence in its programs, its staff, and 
its Customer service. 


The Senior Seminar (LMS/TSS) 


The Senior Seminar is the most 
advanced professional development 
program available to semor foreign policy 
and national security officials of the 
United States Government. The Foreign 
Service Institute of the Department of 
State has conducted the nine-month 
program annually since 1958 


The purpose of the Seminar ts to ensure 
that ts participants: 


* Enhance their executive skills and more 
fully realize thei leadership potential in 
preparation for service in demanding. 
semor positions 


* Gain a deeper appreciation of the ideas 
and values which define our country, 
and a broader comprehension of the 
domestic issues, institutions. and 
conditions which shape our foreign 
relations 


* Better understand mayor international 
and national security issues and how 








policies are developed to address them. 


* Develop a fuller understanding of the 
role of the U.S. national security and 
foreign affairs agencies and the 
Congress, in order to improve overall 
communication, cooperation and 
coordination. 


The Seminar’s curriculum stresses 
the relationships among domestic. 
foreign and national security policies. 
It seeks to open new horizons, revitalize 
understanding of our country and its 
diversity, and promote intellectual and 
professional growth. Members study 
a wide variety of problems, issues and 
trends in the United States, relating them 
to international affairs and questions of 
national security: and they practice 
leadership and senior executive skills 
such as teambuilding. negotiations and 


public speaking. 


The learning process takes place 
through extensive reading. field trips, 
individual research assignments, group 
projects, case studies, simulations, 
practical work experiences, and 
meetings with prominent academics, 
public officials, businessmen, labor 
leaders, journalists. representatives of 
interest groups, and ordinary American 
citizens 


Approximately half the members are 
State Department Foreign and Civil 
Service Officers: others are drawn from 
the Agriculture, Commerce and Treasury 
Departments, the Central Intelligence 
Agency. the Agency for International 
Development, the Federal Bureau of 
Investigation, the Army, Navy, Marine 
Corps. Air Force, Coast Guard and 
National Guard Bureau. and other federal 
Departments and Agencies having 


important national securnty and foreign 
affairs functions. Members of the Seminar 
must be nominated by their respective 
agencies 


The Ambassadorial Seminar 


The Ambassadornal Seminar is at the 
pinnacle of the leadership and management 
continuum in the Department of State. 
The Ambassadorial Seminar prepares 
Ambassadorial appointees and their 
spouses to assume their post, having been 
exposed to current policy objectives as 
outlined by senior Department and other 
agency speakers and to leadership/ 
management issucs involved in running 
an overseas post and taking care of their 
people. Former Ambassadors also share 
perspectives in an informal learning 
setting. 


Executive Programs Division 
(LMS/EP) 


LMS/EP programs focus on senior and 
executive level responsibilities that include 
seminars for Chiefs of Mission, Deputy 
Chiefs of Mission and Principal Officers 
as well as an array of courses that focus 
on executive level skills. Emphasis in 
these programs is two-fold — development 
of a better understanding of institutional 
needs and expectations of leaders and 
development of a better understanding 
of individual talents and skills required 
to prepare to mect those institutional 
needs. 


Courses range from one day to two 
weeks in length. Where appropriate. 
special offerings of courses are available 
to bureaus or offices engaged in specific 
organization-wide programs 
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Management Development 
Division (LMS/MD) 


LMS/MD is dedicated to providing 
specific leadership skill development 
programs for the mid-career employee - 
both Foreign and Civil Service. The new 
manager or supervisor needs basic skills 
to lead people and manage resources 
effectively. Often, earlier assignments 
have not afforded the officer the 
opportunity to develop these skills. 
Courses range from those for the first 
time supervisor/ manager to advanced 
leadership skills. Emphasis is on 
developing awareness and skills in the 
areas of team building, team leading and 
team effectiveness, subordinate 
development and tnterpersonal skills. 


Crisis Mar agement Training 
(LMS/CMT) 


Through * : fings, discussions, group 
exercises and role-plays, the Crisis 
Management Training (CMT) Division 
provides overseas and domestic training 
for Americans and FSNs. The target 
audience 1s all USG employees who serve 
overseas and under COM authority. 


Crisis Management Training is provided 
at FSI to students in A-100, POL, ECON, 
ADMIN, FMO, PER, CONS, ASOS, 
RSO, PSO, GSO, OMS. IMS, CLO, 
Public Diplomacy, Working in an 
Embassy, DCM/PO Seminar, Ambas- 
sadonial Seminar and the Senior Seminar, 
as well as im various courses for FSNs. 
in addition, training is provided for other 
agencies such as Peace Corps, USAID, 
FAS, and DIA. Last year over 2,800 
employees received this kind of training. 
The overseas Crisis Management 
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Exercises consist of a four-hour post- 
specific tabletop exercise (which allows 
the emergency action committee to 
validate its emergency action plan) plus 
an in-bnef and out-bnef. In conjunction 
with the visit to post, a two to four-hour 
briefing and exercise is given to FSNs 
who have a role in a crisis. Last year 
over 1.500 American and 1.600 FSN 
employees were trained overseas at 106 


posts. 


Task Force Exercises are conducted 
several times a year through the 
Operations Center (S/ES-O), rotating 
among the regional bureaus. The CMT 
division works with four different U.S. 
Marine Expeditionary Units (MEU) each 
year in California and North Carolina, 
providing DOS role-players for USMC 
exercises involving evacuation, 
humanitarian and other operations 
overseas 











INTRODUCTION 


COMPETENCIES 
AND PRECEPTS 


In shaping the leaders of tomorrow, we 
must provide career development and 
training opportunities that will develop 
and enhance the skills of the entire 
workforce. The Federal Government has 
established a model that describes the 
competencies needed by executives, 
managers and supervisors to perform 
effectively in their positions. 


This model has been adopted by the 
State Department for the Civil Service, 
and should be used by employees and 
training officers as a guide in establishing 
Individual Development Plans (IDPs) and 
training programs. 


The Foreign Service promotion 
precepts provide the basis for Employee 
Evaluation Reports (EERs). Foreign 
Service employees and career counselors 
should use these updated precepts to 
determine appropriate training and 
development opportunities for each 
career level. 


The listings in this catalog for courses 
thai address these competencies and 
precepts specifically, indicate which 
competency and/or precept they address. 
They will provide employees the essential 
building blocks for career advancement. 


Publications which will be particularly 
helpful to you as you plan your training 
program are FSI's “Leadership and 
Management Training Continuum”, its 
“Training Continuum for Foreign Service 
Generalists” and its on-line “Training 
Continuum for Civil Service Employees: 
A Guide to Training and Professional 
Development”. 


Definitions of 
OPM Competencies 


Basic Competencies 


* Oral Communication: Makes clear 
and convincing oral presentations to 
individuals or groups; listens effectively 
and clarifies information as needed; 
facilitates an open exchange of ideas 
and fosters an atmosphere of open 
communication. 


¢ Written Communication: Expresses 
facts and ideas in writing in a clear, 
convincing and organized manner. 


* Interpersonal Skills: Considers and 
responds appropriately to the needs, 
feelings, and capabilities of different 
people in different situations; is tactful, 
compassionate and sensitive, and treats 
others with respect. 


*Problem Solving: Identifies and 
analyzes problems; distinguishes 
between relevant and irrelevant 
information to make logical decisions; 
provides solutions to individual and 
organizational problems. 


*Decisiveness: Exercises good 
judgment by making sound and well- 
informed decisions; perceives the 
impact and implications of decisions; 
makes effective and timely decisions, 
even when data is limited or solutions 
produce unpleasant consequences; is 
proactive and achievement oriented. 


* Flexibility: ls open to change and new 
information; adapts behavior and work 
methods in response to new 
information, changing conditions, or 
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* Accountability: Assures that effective 


unexpected obstacles. Adjusts rapidly 
to new situations warranting attention 
and resolution. 


Customer Service: Balancing interests 
of a variety of clients; readily readjusts 
priorities to respond to pressing and 
changing client demands. Anticipates 
and meets the need of clients, achieves 
quality end-products, is committed to 
continuous improvement of services. 


Technical Credibility: Understands 
and appropriately applies procedures, 
requirements, regulations, and policies 
related to specialized expertise. Is able 
to make sound hiring and capital 
resource decisions and to address 
training and development needs. 
Understands linkages between 
administrative competencies and 
mission needs. 


Continual Learning: Grasps the 
essence of new information: masters 
new technical and business knowledge: 
recognizes own strengths and 
weaknesses; pursues self-development: 
seeks feedback from others and 
opportunities to master new knowledge. 


Supervisory Competencies 


Integrity/Honesty: Instills mutual trust 
and confidence: creates a culture that 
fosters high standards of ethics: 
behaves in a fair and ethical manner 
toward others, and demonstrates a sense 
of corporate responsibility and 
commitment to public service. 


controls are developed and maintained 
to ensure the integrity of the 
organization. Holds self and others 
accountable for rules and responsibility. 
Can be relied upon to ensure that projects 
within areas of specific responsibility are 
completed in timely manner and within 
budget. Monitors and evaluates plans; 
focuses on results and measuring 
attainment of outcomes. 


Team Building: Manages group 
processes: encourages and facilitates 
cooperation, pride, trust, and group 
identity; fosters commitment and team 
spirit, and works with others to achieve 
goals. 


Influencing/Negotiating: Persuades 
others, builds consensus through give 
and take: gains cooperation from 
others to obtain information and 
accomplish goals; facilitates “win- 
win” situations. 


Resilience: Deals effectively with 
pressure; maintains focus and intensity 
and remains optimistic and persistent, 
even under adversity. Recovers quickly 
from setbacks. Effectively balances 
personal life and work. 


Conflict Management: Identifies and 
takes steps to prevent potential 
situations that could result in unpleasant 
confrontations. Manages and resolves 
conflicts, confrontations, and 
disagreements in a positive and 
constructive manner to minimize 
negative impact. 


Political Savvy: Identifies the internal 
and external politics that impact the 
work of the organization. Approaches 
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INTRODUCTION 


each problem situation with a clear 
perception of organizational and political 


reality: recognizes the impact of 


alternative courses of action. 


* Human Resources Management: 
Assesses current and future staffing 
needs based on organizational goals and 
budget realities. Using merit principles, 
ensures staff are appropriately selected. 
developed, utilized, appraised, and 
rewarded: takes corrective action. 


* Leveraging Diversity: Initiates and 
manages cultural change within the 
organization to impact organizational 
effectiveness, values cultural diversity 
and other individual differences in the 
workforce. Ensures that the 
organization builds on these differences 
and that employees are treated in a fair 
and equitable manner. 


Managerial Competencies 


* Partnering: Develops networks and 
buiids alliances. engages in cross- 
functional activities: collaborates across 
boundaries, and finds common ground 
with a widening range of stakeholders. 
Utilizes contacts to build and strengthen 
internal support bases. 


* Entrepreneurship: Identifies oppor- 
tunities to develop and market new 
products and services within or outside 
of the organization. Is willing to take 
risks; initiates actions that involve a 
deliberate risk to achieve a recognized 
benefit or advantage. 


¢ Service Motivatioa: Creates and 


sustains an organizational culture which 
encourages others to provide the quality 
of service essential to high 
performance. Enables others to acquire 
the tools and support they need to 
perform well. Shows a commitment 
to public service. Influences others 
toward a spirit of service and 
meaningful contributions to mission 
accomplishment. 


Creativity & Innovation: Develops 
new insights into situations and applies 
innovative solutions to make 
organizational improvements; creates a 
work environment that encourages 
creative thinking and innovation: 
designs and implements new or 
cutting-edge programs/processes. 


Financial Management: Demon- 
strates broad understanding of 
principles of financial management and 
marketing expertise necessary to 
ensure appropriate funding levels. 
Prepares, justifies, and/or administers 
the budget for the program area: uses 
cost-benefit thinking to set priorities: 
monitors expenditures in support of 
programs and policies. Identifies cost- 
effective approaches. Manages 
procurement and contracting. 


Technology Management: Uses 
efficient and cost-effective approaches 
to integrate technology into the 
workplace and improve program 
effectiveness. Develops strategies using 
new technology to enhance decision- 
making. Understands the impact of 
technological changes on_ the 
organization. 
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Executive Competencies 


¢ Vision: Takes a long-term view and 
acts as a catalyst for organizational 
change; builds a shared vision with 


others. Influences others to translate 
vision into action. 


¢ Strategic Thinking: Formulates 
effective strategies consistent with the 
business and competitive strategy of 
the organization in a global economy. 
Examines policy issues and strategic 
planning with a long-term perspective. 
Determines objectives and sets 
priorities; anticipates potential threats 
or Opportunities. 


¢ External Awareness: Identifies and 
keeps up to date on key national and 
international policies and economic, 
political, and social trends that affect 
the organization. Understands near- 
term and long-range plans and 
determines how best to be positioned 
to achieve a competitive business 
advantage in a global economy. 
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INTRODUCTION 


Forercn Servict Promorion Precerrs 


Interpersonal Skills 











and responsibilities. 1s depend- 
able and conscientious. 1s com- 


posed. professional and 


maintains equanimity and a and workplace behavior by 


professional demeanor. main- 
tains Own motivation and en- 


Junior-Level Mid-Level Senior-Level —_—| 
Professional Standards 
Holds self accountable forrules | Is self-directed. consistently | Sets the standard for integrity 


example and instruction. does 
not lose composure under 








methods as needed in response 
to new information, changing 
conditions, or unexpected 
obstacles. displays sensitivity 
to cultural differences 


environments and different 
value systems and cultures. 
while maintaining own stan- 
dards and identity 


productive, even in difficult | courages others to persevere in stress oF in crisis 
conditions difficult circumstances | 
Adaptability — ’ 
Adapts behavior and work | Guides staff in adjustingtonew = Anticipates and plans for 


circumstances 


change. exercises sophisticated 
cultural sensitivity on all 





Customer Service 





Responds professionally. 
courteously and competently 
to both internal and external 
customers 


Balances competing and some- | 


tumes conflicting interests of a 
variety of customers, anticipates 
and responds appropriately to 
cutomer needs 


| 
| 


| 


 courages customer-orrented 
| focus. maintans or improves 


At the organization level. en- 


services organization-wide 





Teamwork 





Applies what he/she learns 
about team building to be an 
effective team member. Is open 
to views of others, works in col- 
laborative. inclusive, outcome- 





Is an effective team leader. who 
facilitates open exchange of 
ideas. fosters cooperation and 
collaboration among American 
and foreign colleagues, moti- 


Is an effective team motivator, 
who inspires and motivates all 
staff to participate and contrib- 
ute, encourages and develops a 
team identity and cohesiveness 





onented manner with American | vates and guides team members | among staff. resolves work-re- 

and foreign colleagues. accepts | toward a common goal lated problems by mobilizing 

team consensus team skills and resources 
Social Perceptiveness 





Demonstrates sensitivity in both 
domestic and foreign environ- 
ment to status, protocol, and chain 
of command. responds consider- 
ately to the needs, feeling. and ca- 
pabilities of others, shows respect 
for cultural differences 





Understands and deals effec- 
tively with relationships and 
aspirations. anticipates how 
others will react. frames own 
responses to achieve results 





Navigates easily in an envi- 
ronment of shifting relation- 
ships. anticipates socially 
sensitive issues and takes 
appropriate action 








Learns to influence others, 
gains cooperation while 
show ing, in the spirit of mu- 
tual respect. understanding of 
others positions 








Influences others deftly. fosters 
understanding of USG and De- 
partment views and positions. 
develops alliances with others. 
finds common ground among 
disparate forces and builds con- 
sensus, facilitates win-win 
situations 









Negotiates effectively on a wide 
range of issues in internal. bi- 
lateral, and multilateral envi- 
ronments, manages and 
resolves major conflicts and 
disagreements in an interest- 
hased manner. manifests a faculty 
for astute compromise without 
sacrificing ultimate goals 
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INTRODLE C TION 


Foarticn Seavict Promonon Parecerrs 


Intellectual Skills 





Junior-Level 


Mid-Level 


Senior-Level 


| 











Locates, evaluates, and quickly 
assimilates information, con- 
siders a variety of sources. 
cross-checking when appro- 
priate. reorganizes informa- 
tion logically to maximize its 
practical utility and identify 
key underlying factors: rec- 
ognizes when additional infor- 
mation 
responds accordingly. 





is required and | 


Has a sophisticated under- | Integrates fully a wide range | 


standing of sources and their re- | 
liability; knows what to report | 
and when. accepts that i may | 


not be possible to base recom 
mendations, decisions, or ac 
tions) (on 


their own analytical skills. 


comprehensive 
information, considers down- 
stream consequences, guides 
and motivates staff to refine 





} 


of information and pnor ex- 
pernences in policy making: 
ensures that staff search out 
and evaluate information be- 
fore making recommendations 
and decisions, recognizes situ- 
ations in which information 
and analysis are incomplete 
and responds wisely: accepts 
accountability for self and in- 
sists on it for staff 








Critical Thinking 








Identifies key information, 
central issues, and common 
themes, distinguishes fact 
from opinion and relevant 
from irrelevant information. 
identifies the strengths and 
weaknesses of various ap- 
proaches, outlines realistic op- 
trons. 


Isolates key points, central is- | Analyzes and defines complex 
sues, and common themes in a 


mass of complex information 


can determine the best solution 
or action from a range of op- 
tions, 1s objective im analyzing 


problems and judging people 


| 
| 
| 


i 


| policy issues clearly, in terms 


- 


which permit them to be dealt 
with in a practical way; en- 
courages staff to analyze situ- 
ations and propose options. 
giving constructive and in- 
structive feedback. correctly 
senses when it ts appropriate 
to take msks, and does so 











Seeks out new job-related 
know ledge and readily grasps 
its umplications for the work- 
place. seeks informal feed- 
back and learns from mistakes. 
recognizes own strengths and 
weaknesses and pursues self- 


_ development 


| 





Develops plans to broaden own 
knowledge and to teach others 


in the workplace. provides in 
formal feedback to colleagues 


| 
| 
| 


Anticipates the need for new 
information or knowledge for 
self and others, wdentifies 
sources of new information 
and communicates these 
sources to staff 








r—_—_-— 


_ Learns basic principles of 


Leadership and Management Training 





effective leadership and man- 


agement. Pursues formal and 


informal traming opportuni. 
ties 


; 


Uses training opportunities to 
improve pervonal leadership and — 


! 


management skills to keep | 
abreast of current theory and | 


techniques. Applies the prin 


ciples learned at FSI courses on 


the job. e.g. by developing sub 
ordinates 


| leadership and management 


Actively promotes leadership | 
and management trang at the | 
organizational unit level, as | 
appropriate opportunities 
arise, works to enhance that 


training. apples pnnciples of 


traming to foster orgam ational 
improvements 
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INTROD rr, 


Forticn Seavict Promonown Parcerrs 


Leadership Skills 





Mid-Level 








Semor-Level 





Identifies issues within conte xt 
of own job which require deci- 
sions or other action, arnves at 
recommendations in a logical. 
orderly manner. acts confidently 
and decisively within own pur- 
view . consulung others as appro 
pnaic. ts sensitive to needs and 
opimons of others 








Takes initiative to go beyond 
assigned tasks. identifies prob- 
lems and proposes creative 
solutions, seeks to improve 
yob and organization pertor- 
mance 





_ Makes reasoned. effective. and 
umely decreons after comader 
ing all relevant factors and op- 
_ tons. even when data are limited 
or conflicting or will produce 
_ unpleasant comsequences. imple. 
ments decrons and evaluates 
ther umpact and implications. 
making adjustments as needed 





— Develops mmsights ito situations 
and apphes them im the work 

place. devises mnovative solu- 
| roms to make organizational 
/improvements and policy 
adjustments 





| 
' 
| 
| 


Integrates poly and admenrn 
trative factors inte proticm 
wving and decmon making 
na Manner cnhan ing the en 
ure Ongamizatlion. choourages 
Mall to accept respomsabelity 


—_— —_— 


Creates an orgamzatum. wide 
environment. which encour 
ages mnon ation, takes a long 
term view and acts as acatalyst 
for constructive change. 
conceives and institutes orga 


— mzathon-wide policy and pro 
| gram imutiatives, anticipates 
| and prepares for ‘he future 


; 
| 





Representational Skills 








Establishes and maintains pur- 
poseful and productive 
relationships with domestic 
and foreign contacts, interacts 
effectively in official and 
| social encounters 


— 


| 





| Identifies and cultivates key 
individuals and institutions: 
| advances US imterests through 
| hosting and attending represen- 
| labonal events 

' 





Moves with case at all social ] 
settings and levels. ensures 
identification, cultivation, 
and penadic assessment of au- 
diences important to US 
meres 





reigate = = 7 
| Demenseates the intellectual! ] Discerns when well-founded | 


imiegrity to speak openly 
within channels and a willing: 
ness to msk criticism in order 
to vorce sensible dissent. Pub 
licly supports official deci- 
sions, even when disagreeing 
| with them 





__ Openness to Dissent 





dissent ts pustified: engages im 
constructive advocacy of policy 
alternatives. guides staff to do 
the same 





P| 








Accords importance to well- 
founded dissent and defends 


is appropriate cipression 





Community Service and Institution Building | 





Participants actively im out- 
reach or “community service’ 
activities that contribute to 
employee welfare. For ex- 
ample. volunteers for Post or 
Department programs. imitia- 
tives, ceremonies, special 
events, blood and fund drives. 
and other activities 





| Participates actively im perfor. 
mance evaluation decision mak - 
ing and resource allocation ac- 
tivities, ¢.g.. serves on Selection 
Boards or on post EER Review 
Panel, works on resource allo- 
cation committees, ¢.g., Hows. 
ing Board counsels personne! 
more jumior on grade 








Participates actively in “institu- 
tron building” activities that 
strengthen the Department as an} 
organizabon borexample. recruits 
for the Department. ¢ ¢.. serves as 
Diplomat-in-Residence on on the 
Board of Examiners. works on the 
Selection Boards. participates im 


Department mentonng program | 
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N TROD ie) 
Foarticn Service Promonnion Precerrs 
Managerial Skills 
| Juntor-Level Mid-Level Senior-Level 
Operational Effectiveness _ 








Plans. organizes, and directs ac- 
tvities effectively. ensures that 
projects within area of respon- 
sibility are completed 1 a 
uumely manner. accepts super- 
vison and guidance. provides 
feedback to supervisors. Dem- 
onstrates commitment and 
moral courage by making diffi- 
cult choices, by working with a 
sense of purpose. and by caring 





_ 
Produces results in most effec- 


uve manner. objectively analyzes 


the organization's strengths and 
weaknesses. and takes appro- 


priate action 


| Establishes effective manage- 


ment procedures and controls. 
and rewards efforts 
of staff to enhance thew effec- 
tuveness, foresees challenges to. 
and opportunities for, the or- 
ganization and takes steps in 
advance to deal with them. 














about the results 
Management of Resource 
Utilizes intemal controls to pro- | Ensures that effective internal ' Evaluates adequacy of internal 
tect the integnty of the organiza- | controls are in place and work | controls and ensures imple- 
| - prevent waste, —— correctly; ensures that effective | mentation of improvements as 
smanagement, a procedures are in place to pro- | warranted: holds managers ac- 
any instances where such prob- | tect classified material and in- | countable for the consequences 


lems occur, takes full responsi- 
bility for handling and 
safeguarding classified maternal 


pee’: strives to produce 
ighest return with lowest cost 





formation, and that established 
securnty regulations are being 
followed, allocates resources ef - 
ficrently, equitably, and in con- 
formity with policy and 
regulatory guidelines 





of their resource policy deci- 
sions, seeks resource adjust- 
| ments as needed. 








Management of Classified Material and Information 








Takes full ee ee for 


handling and safeguarding clas- 
sified matenals and information 


properly. 





Takes full responsibility for han- 
dling and safeguarding classified 
maternal and information prop- 
erly, ensures that effective pro- 
cedures are in place to protect 
Classified maternal and informa- 
tion and that established secu- 
rity regulations are being 
followed 


Takes full responsibility for 


properly; promotes security 
CONSCIOUSNESS ON an Organiza- 
tion- wide basis, evaluates and 
monitors procedures to safe- 
guard classified maternal and 
information, and ensures that 
necessary changes are made if 
current procedures are inad- 
equate, holds managers ac- 
countable for the consequences 
of their security policy deci- 
SIONS. 
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Fortin Seavict Promonon Paecerrs 





Junior-Level 


Managerial Skills 


Mid-Level 


Senior-Level 





Performance Management and Evaluation 








Parucipates in preparation of 
work requirements for self and 
works with staff in preparing 
their work requirements. de- 
velops plans to accomplish 
work requirements: ensures 
that staff are appropnately uti- 
ized. appraised. and rew arded. 
gives staff both formal and 
informal feedback on pertor- 
mance and potential, com- 


pletes employee evaluations in 


| accordance with standards and 


deadlines 








i 
4. 


Establishes broad performance 
expectations for unit. manages 
staff effectively. focusing on re- 
sults, monitors plans to accom- 
plish work requirements: 
delegates appropriately. creates 
a productive work environment 
in which the contributions of in- 
dividuals are valued and encour- 
aged. assists in preventing and 
resolving personnel problems. 
ensures that the evaluation pro- 
cess 1s properly conducted and 
that counseling occurs through- 
out the rating year 





Establishes organization-wide 
performance expectations, im- 
spires a high level of perfor- 
mance in staff: ensures the 
professional development and 
mentoring of staff. oversees 
possible improvements in hu- 
man resource processes; works 
to prevent and resolve person- 
nel problems in a timely man- 
ner. ensures that the evaluation 
and counseling process ts con- 
ducted effectively and in accor- 


, dance with standards and 
| deadlines. 








Support for Equal Employment Opportunity 





Takes diversity traming and 
applies its principles to the 
workplace. treats all individu 
als with respect and without 
regard to race, color, gender. re 
hgron. natonal ongin. age. dis 
ability. of sexual onentation., 
acts im comphance with USG 
and Department EEO policies 
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Recruits and develops employ- 
ees to realize full potential of a 
diverse staff. Promotes diver- 
sity awareness through training: 
ensures by example and instruc- 
thon, and verifies through moni- 
toring and follow-up. that all 
employees are treated with fair- 
ness and respect. applies EEO 
and merit principles consis- 
tently. identifies and addresses 
Situations giving fise to com. 
plaints and gnevances based on 
msues of fairness in the work 


place 





Manages diversity by recruit. 
ing diverse staff at all levels and 
ensuring staff diversity traning 
and awareness. Fosters an or- 
ganization- wide environment in 
which diversity 1s valued and 
respected: provides personal 
leadership and vigorous sup- 
port for FEO and implementa- 
tion of fair employment 
practices 











Forsicn Seavict Prowmonon Paecerrs 


Substantive Knowledge 























job Information i 
‘Uses PSI training to umprove in- | Uses PSI traning and other means | Utilizes PSI rasming to rane level 
dividual performance. Develops | to improve programs. Has broad | of organizational unit perfor- 
and applies knuwledge needed in | knowledge of job- related pro- mance. Integrates thorough 


Current assignment. learns factors | 
which impact work. underiands 
how job relates to organizational 
goals and US policy objectives: 
uses job knowledge to enhance 





cesses and practices. remains cur- 
remt on policies and trends that 
affect the organization. analy 7es 
the interplay of forces influenc- 
ing the achevement of policy and 


know ledge of issues ansing in job 
to formulate and implement poh- 
ores and programs. monitors in- 
ternal and eviernal sources for 
information and ideas. uses job 








performance program objectives and makes knowledge to shape outcomes. 
reasonable recommendations guides staff mn developing the 
i job-related know ledge a 
institutional 





Understands institutional re- 
alites which may affect work. 
understands the role and 
power of vanous offices and 
people. both domestically and 
abroad. culty ates and utilizes 
contacts in other orgamzational 
entities, uses institutional un- 
derstanding to get things done 


Applies knowledge of institu 
vional realities to policy and op 
crational = issues. 
mstitutonal how sdanes on obtain. 


ng information and building sup- | 


Port. aperaics on an equal fooung 
wath officials in other bureaus. apen-— 
cies, foreign governments. busi 
ness COMMUNES, acaderma, and 
media. assists staff to comprehend 
the institutonal influences within | 
which they work 


: — 7 





—— 


crosses 





Uses sophisticated institu. | 
tonal understanding to avond | 


problems and advance USG | 
goals; ensures that staff are 


mindful of the importance of 


proper and prudent process in | 
securing desired outcomes 





Understands and applies | 
Foreign Service procedures. 
requirements. regulations. and | 
policies. assimilates Foreign | 
Service miheu, builds know!. 
cdge of US and foreign envi 
ronments. uses developing 

CAPET INE | in work situations 


Strives to deepen understanding | 
_ of the Foreign Services as a pro- | 
fession, uses expertise to evalu. | 


ate polices and programs and 


| to advise and develop others, 1s 


able to operate independently 
to further burecau/missson objec 
| tives 





Snontedge of Persie Cotes _ 


Combines mastery of US policy 
obyectives and know ledge of for- 
eign environments to advance 
| U'SG goals: mentors and assists 
staff to develop Foreign Service 
Mulls and expertise. promoting a 
work environment that enhances 
ten professional develapment 








Demonstrates know ledge of for 
eygn cultures. values and norms. 
apprapnatcly apphes toreign per 
spective todomestc asuignments | 
and host country perspective 

1) assignments abroad 
Learns and uses technical hills | 
and technology as appropriate 
m setting of pob. understands 
the impact of technology on 
the workplace secks Ways to 
use technology to enhance 
pertormance 


| goals 


Has sophisticated grasp of 
foreign political, economic. 
cultural, and information envi 
ronments. relates know ledge to 
fulfillment of bureau/mission 


; jehoxal Sls SS 
( ‘ontinuously enhances own and | 
afl s understanding of work 
related technical shulls and tech 





nology and thei applications. | 
advances policy and program 


goals through the use of ay aslable 


and appropnate technology 





4 


l ses thorough knowledge | 


of foreign environments to 
identify and seize opportuni. 
ties to advance USG goals 








Promoses own and staff's full 
utihzation of techmecal skills 
and technology to achieve 
bureau/mission goals, devises 
efficrent and cost-effective 
strategies to integrate techno 
logy into o he workplace 


> ee 
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Foren Seavict Promonon Parcerts 
Communication and Foreign Language Skills 




















situation. speaks convincingly 
in groups and in individual 
discussion 








and options, articulates policy 
goals persuasively; fosters an 
atmosphere of open communi- 
cation and exchange of ideas. 
sci7es Opportunities to present 
US perspective to audiences. 





Written Communication 
Writes succinctly; produces wnt- | Writes persuasively; ensures | Exhibits full mastery of 
ten matenals that are thorough. | that policy and operational | written communication, shows 
conveys analysis that highlights | issues are articulated in ways | sophisticated ability to 
essential points and clearly ex- | most helpful to decision- | analyze, synthesize. and advo- 
plains essence of subject to the | makers; assists staff to develop | cate in a timely manner. edits 
intended audence. effective writing skills. others’ texts judiciously. 
—_ Oral Communication 

Speaks in a concise. effective, | Speaks authoritatively to all au- | Effectively argues complex 
and organized manner. tai- | diences, demonstrating compre- | policy issues, deals comfon. 
lored to the audience and the | hensive understanding of issues | ably with the media and with 


the most semor levels of gov- 
ernment and society. 1s active 


and effective m public diplo- 


macy outreach 








Listens attentively. under- 
stands and absorbs others’ 
messages. correctly reads non- 
verbal signals, summarizes 
others’ views accurately and 
confirms accuracy of under- 
standing. considers and re- 
sponds respectfully and 


appropriately 








Instills trust in others which 
motivates them to speak openly 
and candidly. understands and 
respects cultural sensitivities 
and constraints in discussing 
issues and opimons, asks open- 
ended. incisive questions to en- 
sure accuracy of understanding 





Adeptly discerns the imner- 
most meanings and nuances of 
messages that others convey. 





Foreign Language Skill 





Atiains professional profi- 
crency* in at lcast one foreign 
language. uses foreign lan- 
guage skills to enhance job 
performance. secks to improve 
foreign language skills 


*Generalists, to be tenured, 
must attain level removing 
them from language proba- 
fron 











Has attained professional pro- 
ficsency* in at least one foreign 
language. uses that skill effec- 
tively to communicate USG 
themes and exercise influence. 
works to increase foreign lan- 


guage ability 


*Generalists, to cross senior 
threshold, must attain S/4-R/3 in 
one language 





Having demonstrated profi- 
ciency in at least one foreign 
language. strives to acquire 
proficiency im one of more 


additional languages. 
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SCHOOL OF 
APPLIED 
INFORMATION 
TECHNOLOGY 


Training at the School of Applied 
Information Technology (SAIT) is 
divided into two broad categones: training 
to improve the computer skills needed by 
end users in the office environment, and 
training in professional system skills 
needed by Information Management 
Specialists and Information Management 
Technical Specialists. SAIT’s training is 
delivered at two principal locations: the 
Shultz Center in Arlington, Virginia, home 
to the Information Management Training 
division, and the Warrenton Training 
Center near Warrenton, Virginia, home to 
the Professional Development division. 


The SAIT website is part of the FSTWeb 
network and contains information 
specifically prepared for individuals 
interested in learning more about SAIT 
and what it offers in Information 
Technology (IT) studies. An extensive 
course catalog shows SAIT classes 
conducted at all Department of State 
training facilities, as well as all the Distance 
Learning (DL) courses available from 
SAIT. Information on how to apply for 
these courses is also included. There are 
also sections containing Student 
Information, What's New at SAIT, 
Frequently Asked Questions, and a 
complete SAIT contact list. 


The SAIT website also offers 
informa‘ion on the Professional Skills 
Program (PSP) for IT professionals, 
application requirements, and how to 


apply for inclusion in this incentive/ 
retention program. The SAIT website is 


on OpenNet at hiip://99.4.244.3. 


IMT's office automation training 
provides the necessary computer 
competencies to enable Department 
employees to make good use of 
computers in the performance of their 
jobs. Training in word processing, 
electronic mail, and spreadsheet 
applications are examples of courses that 
provide Department of State personne! 
with the skills to make effective use of 
computers. 


SAIT/IMT supports the Department’, 
modernization of its technologica! 
infrastructure and computer systems with 
introductory and intermediate Courses in 
core computer skills. These basic skills 
are currently defined as the ability to use 
Windows, to do word processing, and to 
send e-mail. Presentation graphics and 
basic spreadsheet are becoming 
increasingly important to the Department. 
IMT’s core courses cover Windows, MS 
Word, and Outlook. Additionally IMT 
offers courses in CableXpress End-user 
skills, the Internet, Excel, PowerPoint, 
Access, MS Project, and Web 


development. 


Professional Development 
Division 


SAIT/PDD provides computer and 
telecommunications technical training to 
the Department's IT professionals with 
the primary concentration on IMS and 
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IMTS specialists. Emphasis is placed 
upon developing the skills and 
competencies necessary to operate and 
maintain the Department's wide array of 
computer and telecommunications 
systems. Among the major categones of 
courses are: Computer LAN systems; PC 
Desktop Maintenance: Telephone 
Systems Installation and Management: 
Wideband and High Speed Com- 
munications, Satellite Communicaions. 
and Transmission Facilities. 


The courses are designed to teach 
installation, management. and admin- 
istration of the various network operating 
systems. A major part of traiming at the 
Warrenton Training Center is the 17-week 
new-hire Information Management 
Specialist curriculum. Courses in 
Electronic Mail Admunistration, Local Area 
Networks, and Network Services are all 
aimed at developing the competencies of 
the Department's IT specialists in the 
technologies currently employed by State. 
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Dist — 


The focus of the Distance Learning 
Program is to provide students with 
alternative methods of obtaining training 
and certification. SmartForce materials 
are available to IT professionals, end users. 
and FSNs through the Department's 
OpenNet, the Internet. and on CD-ROM. 
These courses are designed to be self- 
study, self-paced for use at home or at 
work and, in some instances, can even 
replace classroom training. On-line 
mentoring and daily homework 
assignments are available through 
SmartForce via all delivery methods. 
Currently there are over 300 titles available 
that support 23 different commercial 
certifications. Requests for more 
information or enrollment should be sent 


to SAITDL@ state gov. 








INTRODUCTION 


SCHOOL OF 
LANGUAGE STUDIES 


Language Training 


The School of Language Studies (SLS) 
provides language and cultural training to 
U.S. executive branch employees with a 
job-related need for such skills. Adult 
family members (18 and older) who will 
be accompanying employees to overseas 
assignments may be admitted on a space 
available basis. 


Training 1s available in some 60 
languages. The faculty of the School of 
Language Studies are native speakers of 
the languages they teach. They are 
knowledgeable about the societies in which 
their students will live and skilled in 
assisting leamers to attain significant levels 
of proficiency in the spoken and written 
language. FSI language instructors have the 
utle of Language and Culture Instructor. 


Oversecing the instructors and learners 
are the Language Training Supervisors, a 
team of specialists in applied linguistics 
and the techniques of effective language 
teaching and learning. Students also can 
make use of the Language Learning 
Consultation Service to maximize their 
learning strengths. Other resources are 
available to language learners at FSI in 
the Multimedia Center, the Library, and 
the Overseas Briefing Center. Long-term 
language programs include area studies 
arranged through the School of 
Professional and Area Studies. 


Domestic programs, overseas language 
courses, and distance learning options 
offer a vanety of language curncula aimed 
at training for different levels of language 
proficiency, from survival to advanced 





language skills. For details and schedules, 
see the Language Studies section of this 
catalog. For tuition rates, see page 285. 


Language Testing 


The School of Language Studies also 
provides a variety of language testing 
services. The Proficiency test assesses 
communicative competencies, and 
expresses them in terms of the 
interagency Speaking and Reading scales 
as “S/R” ratings. The Threshold test is 
similar but results in a determination that 
one is “at or beyond” a specified S or R 
level. Because tests are interactive and 
involve a testing team of two, 
appointments need to be arranged at least 
two weeks in advance. More lead time ts 
usually needed during peak testing penods 
in July and August. 


If testing at the Shultz Center is not 
possible, proficiency and threshold tests 
can be administered at post in the form 
of field tests requested by the Post 
Language Officer. Field tests must be 
audiotaped or preferably videotaped for 
FSI scoring. The Language Testing Unit 
also offers live video tests in lieu of field 
tests at posts where appropriate 
equipment is available. FSI testing teams 
administer video tests and provide score 
and feedback immediately after the test. 
For more information, send a message to 
FSILTU @ State. gov or call the Language 
Testing Unit at (703) 302-7125. 
Employees of agencies other than the 
Department of State should arrange tests 
through the training office of their 
respective agency. For charges, see 
page 329. 


The Modern Language Aptitude Test 
(MLAT) is acommercial, standardized test 
which was designed to provide an 
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indication of an individual's probable 
degree of success in learning a foreign 
language. The MLAT does not predict 
whether an individual van learn a foreign 
language if given enough time and 
opportunity to do so; what it does predict _ 
is how well one can learn a foreign 
language in typical foreign language 
courses in the usual allotted time. Certain 
learned capabilities that have been 
correlated with foreign language 
classroom achievement are measured, 
including short-term memory, memor- 
ization of words, and knowledge of 
English grammar and vocabulary. 
Contact the Research, Evaluation and 
Development Division at (703) 302-7250 
for details. For charges see page 329. 


INTRODLCTION 
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INTRODUCTION 


SCHOOL OF 
PROFESSIONAL AND 
AREA STUDIES 


The curriculum of the School of 
Professional and Area Studies (SPAS) is 
guided by five key objectives: 


¢ Onent new State Department and other 
USG employees to the foreign affairs 
environment. 


* Meet the requirement for high quality, 
job-related training for Foreign and Civil 
Service personnel in the Administrative, 
Consular, Economic, Political and Public 
Diplomacy areas. 


¢ Meet the professional development 
needs of Department of State Office 
Management Specialists and Office 
Support Personnel. 


* Meet furctional and management 
training needs of the Foreign Service 
National workforce across vaned FSN 
skill categories. 


Provide employees of foreign affairs 
agencies basic knowledge of foreign 
countnes and regions. 


The Orientation Division provides new 
Foreign Service Officers a seven-week 
onentation program to introduce them to 
the Foreign Service environment and 
prepare them for their first overseas 
assignment. Similar, but shorter, 
orientation courses are provided for new 
Foreign Service Specialist and Civil 
Service personnel. The mandatory 
Washington Tradecraft course for 
officers assigned to their first Department 


tour provides information and develops 
skills needed to function effectively in the 
Washington context. In addition, short 
courses are offered to employees of other 
USG agencies being assigned to an 
overseas mission 


Administrative Training prepares em- 
ployees to serve in missions abroad and 
in the Department through courses in 
Administrative Management Opera- 
tions, Financial Management Opera- 
tions, General Services Operations and 
Acquisition, and Human Resources 
Management. 


Consular Training provides basic 
instruction in consular operations in a 
simulated consular environment and also 
offers advanced consular studies, duty 
officer training, and automation training 
for consular managers. 


Economic/Commercial Training 
provides Foreign Service Officers with 
the skills required for economic jobs 
abroad and in the Department. Studies 
range from short specialized programs, 
to introductory tradecraft courses, to a 
nine-month program delivering the 
equivalent of a B.S. degree in economics 
along with a heavy dose of applied 
economics. Specialized programs include 
trade, aviation, telecommunications and 
energy. Tradecraft courses prepare 
officers for a first assignment in three 
distinct areas: economics; commercial; 
and environ-ment, science and 
technology. There is also a course on 
applied economics for non-economists. 
Long-term academic training '; available 
where appropriate. 


Political Training develops the skills and 


specialized knowledge required to operate 
effectively in political jobs overseas and 
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in Washington. Intensive training ts 
provided to Foreign Service Officers who 
are going to their first Political or Political/ 
Economic assignment. Other courses 
focus on Congressional-Executive 
Relations, Intelligence and Foreign Policy. 
Terrorism, Global Issues, Multilateral 
Diplomacy. International Negotiations. 
International Conflict, Narcotics. 
Population and Refugees. Labor Relations. 
Political-Military Affairs, Human Rights 
and Arms Control. 


Public Diplomacy Training prepares 
employees to serve overseas as Public 
Affairs Officers, Cultural Affairs Officers, 
and Information Officers, and in 
Washington as Public Diplomacy officers. 
Offerings include courses on media 
training. professional and academic 
exchange programs. public diplomacy 
responses to crisis situations, and the 
administration of grants and other 
overseas programs. 


Office Management Training provides 
secretanal and office management training 
for both Foreign Service and Civil Service 
personnel, emphasizing technical, 
teambuilding and communication skills- 
speaking. listening and wnting 


FSN Training: Six Divisions in SPAS 
provide training for Foreign Service 
Nationals: Administrative, Consular, 
Economic, Political, Public Diplomacy and 
Office Management. Courses specifically 
for FSNs are held overseas and at PSI. In 
addition, FSNs can attend functional 
courses offered by vanous divisions 


Area Studies provides participants in area 
studies courses with an understanding of 
Amencan interests and policies in a region/ 
country and knowledge about that region/ 
country. The courses cover history, 
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politics, economics, religion and culture. 
with an emphasis on relevant global issues 
anc United States interests and challenges. 
Efforts are made to tailor course content 
to the needs of the parucipants. More than 
forty formal courses are offered. as well 
as individual guidance for those not able 
to participate in the courses. 


Curriculum and Staff Development 
(CSD) conducts a series of courses 
designed to provide professional training 
education for State Department trainers. 
In addition. CSD 1s called upon to consult 
with various offices and bureaus 
throughout the Department on events 
involving strategic planning. team- 
building. and other areas of organizational 
effectiveness 


The Office of Special Programs 
provides exercises, symposia, 
conferences and roundtables to the 
Foreign Service Institute, the Department 
of State, and the foreign affairs 
community which encourage forward- 
looking interagency analysis on a wide 
range of secunty, political, economic, and 
global issues. Additionally. Special 
Programs conducts programs designed 
specifically for the student body at the 
Foreign Service Institute 


Special Programs. along with the National 
Defense University and other agencies of 


the U.S. Government. coordinates and 
manages annual interagency training for 
complex foreign cnses. Mandated by a 
National Securnty Presidential Directive. 
the training promotes interagency 
integration in response to crises requiring 
cooperation from vanous sectors of the 
Government 





INTRODUCTION 


THE TRANSITION 
CENTER 


The Transition Center (TC) deals with 
preparing employees and their family 
members for effectiveness in the foreign 
affairs community by facilitating 
transitions throughout—and after—their 
careers. The Center provides information, 
training. counseling. and referral services 
on a wide range of topics that suppor 
the individual and the work force 


The Training Division (TC/T) provides 
classes throughout the year with an 
emphasis on building foreign affairs life 
skills. Classes are offered dunng the week 
and selected Saturdays and Wednesday 
evenings. In addition, the Training 
Division presents the Security Overseas 
Seminar (SOS) (MQ911) and Advanced 
Security Overseas Seminar (ASOS) 
(MQ912). personal security awareness 
training which ts mandatory for foreign 
affairs agency personnel. The courses are 
highly recommended for those from other 
government agencies who are going 
overseas. All adult family members are 
encouraged to attend. The Security 
Overseas Seminar for Temporary Duty 
Travelers (TDY SOS) (MQ913) is 
designed to meet the needs of those 
employees who travel overseas for 
business, but who are assigned 
domestically. A special session of SOS 
for children im grades two through twelve 
1s Offered durnng the summer months 


Registration Information: Non-tuition 
Presentations and Workshops are open to 
all U.S. Government employees and their 
Ehgible Farmly Members (EFMs). Enroll 
directly by calling the TC at (703) 302. 
7268 or FAX (703) 302-7452 of email at 


FSITC Trasming @ state gov. 


Courses: There is no tution for State 
Department employees or thei Eligible 
Family Members for Transition Center 
(TC) courses. Employees should register 
through their training officer or personnel 
technician. State Eligible Family 
Members should register directly with 
the TC. Non-State employees and family 
members can enroll in TC courses by 
submitting an SF-182. with fiscal data 
and correct billing address, through their 
training officer to the Office of the 
Registrar at the Foreign Service Institute. 
Early registration is requested as courses 
fill quickly. However, from time to time, 
a course may be canceled if advance 
registration ts low. Please register more 
than two weeks before the course start 
date to ensure placement. 


The Overseas Briefing Center 
(OBC) Information Center is located 
in the Old Main Building (Building E) of 
the Shultz Center, Room E2126. The 
Center manages a collection of post- 
specific audio-visual and printed 
materials, as well as reference material 
on Foreign Service living in general. The 
Information Center is open on a walk-in 
basis from 8:15 a.m. to 5:00 p.m. each 
weekday. To accommodate people unable 
to visit the Information Center during 
regular hours, at least once a month, the 
OBC schedules Saturday and/or 
Wednesday evening Center openings. 
Call (703) 302-7277 for a schedule of 
these dz °s. 


The Career Transition Center 
(CTC) provides training to U.S. 
Government personnel who are retiring 
from service voluntanly or are separated, 
other than for cause. The goals of the 
CTC are to provide employees with 
guidance in preparation for retirement, 


appropriate job seeking skills and options 
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on post-government employment. The 
Center has a staff of trained professional 
counselors and contracts with other 
experts in meeting its goals. Offices of 
the CTC staff are located in the Old Main 
Building (Building E) of the Shultz Center. 


The CTC conducts two flagship 
programs: the Job Search Program (JSP) 
(RV102) and the Retirement Planning 
Seminar (RPS) (RV101). In addition, the 
CTC offers a one-day Financial 

and Estate Planning Seminar 
(RV103) and a one-day seminar on 
Annuities, Benefits and Social Security (RV 
104). The one-day seminars are imbedded 
in the Retirement Planning Seminar, but 
may be taken as separate courses. RPS 
participants need not enroll in RV 103 and 


RV 104. The CTC also maintains the Talent — 


Bank, a database of personnel who are 
interested in work primarily outside the 
federal government. 


The Talent Bank is maintained with . 


retired and non-retired personnel from 


State and other foreign affairs agencies. | 


The purpose of the Talent Bank is to assist 
in matching potential employees with 
both private sector job leads and WAE 
opportunities as they occur. 


Course : 

Eligibility for the JSP is through 
voluntary or involuntary separation, 
except for cause. The separation date 
must follow immediately after the end of 
the JSP for all State Foreign Service 
employees. Civil Service employees must 
retire after the first month of the JSP. 
Participants are authorized use of the 
facilities for one year after separation for 
job seeking purposes. Application for the 
JSP should be made well in advance of 
planned retirement date. The August 
program gives pnority to persons being 
involuntarily separated. Spouses are 
welcome to audit specified portions of 
the JSP. Eligibility for the RPS is restricted 
to those who are within five years of 
retirement eligibility. The other two 
courses are open to all employees. For 
further information call (703) 302-7407. 
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The Administrative Training Division offers 
a range of courses for personnel involved in 
administrative management issues in 
domestic offices and posts abroad. While a 
few of the courses are of a specialized nature 
and relevant for a relatively small group of 
employees, many of the courses are 
appropriate for a wider audience: Civil and 
Foreign Service, American and Foreign 
National, and Department of State and other 
agencies. The target audience includes 
individuals whose primary function will not 
be in administration but who could benefit 
from a better understanding of Foreign 
Affairs administrative and management 
issues. 


This section is divided into four subsections: 

¢ Administrative Management. 

¢ Financial Management. 

* General Services Operations and 
Acquisition Management. 

* Human Resources Management. 


Within each subsection, courses are listed 
alphabetically. Please see the main table of 
contents or the index for a complete course 
listing. Cross-references are provided for 
distance learning and correspondence 
courses, which are described more fully 
elsewhere in the catalog. (Administrative 
personne! should also review the courses 
available through the Leadership and 
Management School, as many of those have 
applicability to the field of administration. ) 


Administrative 
Management 


OVERSEAS 
ADMINISTRATIVE 
MANAGEMENT 
Course Code PA243 


This course 1s designed to provide FS-0! 
and FS-02 experienced administrative 
generalists and specialists with the skills, 
knowledge. and abilities needed to 
successfully perform their management 
functions in a team-oriented, ICASS 
environment at overseas posts. The course 
e sizes customer-focused management 
and the need to manage for results. 


Participants learn to: 

¢ Work together as an admin team in achiev- 
ing the section's overall strategic objec- 
tives. 

* Interview Department officials and prepare 
and deliver briefings on current admin 
issues. 

* Manage the administrative section's role 
IN Crisis situations. 

* Manage and resolve conflict situations in 
the workplace. 

* Practice customer focused management. 

* Use the MPP process and other tools to 
make sound management decisions based 
on resource availability. 

* Employ and practice appropnate negoti- 
ating techniques. 

* Anticipate and successfully manage 
change. 

* Manage up, down, and across the organi- 
zation. 
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FS Precepts Addressed: | 
/ Active Listening | 
/ Adaptability | 
/ Innovation | 
/ Institutional Knowledge | 
/ Job Information | 


/ Management of Resources 
/ Operational Effectiveness 


/ Oral Communication 

/ Performance Management and 
Evaluation 

/ Persuasion and Negotiation 

/ Problem Solving and Decision Making 

/ Professional Expertise 

/ Professional Responsiveness 

/ Professional Standards 

/ Social Perceptiveness 

/ Teamwork 

/ Whitten Communication 














Audience: 

The course is open to experienced FS-1 and 
FS-2 administrative generalists and 
specialists who have completed at least one 
of the FSI core administrative training 
courses (GSO, FMO, IMO, or HR) and who 
are currently serving in or transferring to an 
overseas post. FS-3s with a minimum of four 
years at grade and three overseas Admin 
tours are also eligible for enrollment with 
the permission of the course manager. This 
course is also valuable for Principal Officers 
and DCM/SEPs who have limited 


management expenence. 

Schedule: 

8:30 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

O707TN3 O7/1803 J2weeks ODI 
OVII03 «0872203 weeks OOM 
FY 04 

Dates to be determined 


Minimum/Maximum: | 2/20) 
Tuition: $!.450 


BASIC ADMINISTRATIVE 
MANAGEMENT 
Course Code PA224 


This course focuses on managing for results, 
providing administrative officers with the 
skills, knowledge. and abilities that they need 
to successfully perform management 
functions in a team-onented environment at 
overseas posts. This one-week course ts a 
prerequisite for entering the GSO course. 
PA221. 


Participants learn to: 

¢ Make sound management decisions based 
on regulations and resource availability. 

¢ Explain and apply the basic principles and 
goals of ICASS. 

¢ Describe the roles and responsibilities of 
the ICASS participants at post and in 
Washington. 

* Evaluate management controls and ensure 
that appropriate controls are in place. 

* Describe the role of the administrative 
section in achieving mission objectives. 

* Apply the principles of planning and 
customer-focused management in the 
context of administrative work overseas. 

* Anticipate and successfully manage 
change. 





OPM 

/ Accountability 
¢ Cultural Awareness 

/ Customer Service 

/ Financial Management 

/ Flexibility 

/ Human Resource Management 
/ Integrity/Honesty 

/ Interpersonal Skills 

/ Partnering 


Addressed: 
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ADMINISTRATION , 





/ Problem Solving 

/ Service Motivation 
/ Strategic Thinking 
/ Team Build 

¢/ Technical Credibility 


FS Precepts Addressed: 

/ Innovation 

/ Management of Resources 

/ Operational Effectiveness 

/ Performance Management and 
Evaluation 

/ Problem Solving and Decision Making 

/ Professional Expertise 

/ Professional Responsiveness 

/ Social Perceptiveness 





/ Teamwork 








Audience: 

Any employee going overseas to a first 
administrative, GSO, HR, or FMO officer 
assignment. 


Complete familiarity with PCs, including 
Word and Excel Spreadsheet software. 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1072802 IIMIN2 Sdays Oi 
120202 «1206020 «= Sdays OM 
012103 012403 Sdays OB 
0272403 022803 Sdays (O04 
0O¥3103 O4f403 Sdays (0005 
OS0S03 §6O0S0803 6 Sdays (0006 
00903 O6/1M03 Sdays O07 
071403 O7/1803 Sdays ORB 
OVI803 OR 2203 Sdays O09 
(92203 O)2603 Sdays Wi0 
FY 04 

102703 103103 Sdays OI 
12003 «6120503 = Sdays =O 
012004 O12M4 Sdays O00 


Minimum/Maximum: 5/25 


Tuition: $730 


CUSTOMER SERVICE TRAINING 
Course Code PA143 


Through this course, employees gain the 
skills necessary to successfully deal with 
their customers, including co-workers, other 
Department employees. members of the 
general public, and employees of other 
agencies. This course gives employces 
insight into why they react to others the 
way they do, so they can more effectively 
handle all kinds of customer service 
situations. (See also Managing Customer 
Service (PA 123) in this section.) 


Participants learn to: 

* Identify their customers. 

¢ Identify and respond appropriately to 
customer needs. 

* Define what they can and cannot do to 
assist their customers. 

* Identify their preferred style of dealing with 
people. 

* Formulate a positive customer service 
philosophy and the strategies to carry it 
out successfully. 


OPM Competencies Addressed: 
/ Conflict Management 
/ Customer Service 


/ Interpersonal Skills 


/ Service Motivation 





FS Precepts Addressed: 
/ Active Listening 
/ Professional Responsiveness 








Audience: 
All employees with the desire to strengthen 
their skills in serving customers effectively 
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Special sessions are available upon request. 
when funded by the requesting bureau. 


Schedule: 

90am.0400p.m. 

Enroliment closes five working days before 
class start date. 


Dates: 

Begin End Length Section 
FY G3 

iviMa2 iVi402 2days Ol 
O227703 O22803 days GM 
M1603 OVITAS days UB 
oes «6060503 602 days)§6(s 
(AMS (AMS days U5 
FY (04 

1Wi2S IVIMOS = 2days GDI 
Additional dates to be determined 


MinumumMaximum: | (12S 


Tuition: $290 


CUSTOMER-FOCUSED 
MANAGEMENT 

Course Code PA249 

See FSN Training 


DOMESTIC 
ADMINISTRATIVE OFFICERS 
SEMINAR 

Course Code PA 160 


The seminar is designed to enrich the 
management skills and professional 
competencies of mid-level Department of 
State personnel assigned domestically. 
Through highly interactive lectures and 
discussions, written assignments, and class 
projects and presentations, participants 


increase their knowledge of the Department's — 


resource systems, develop thei individual 
management and supervisory skills, and 
learn about a vanety of admunistrative tasks 
and functions within the Department of 
State. The class is grounded in the concepts 
of customer-focused management and 


emphasizes the need to manage for results. 


Participants learn to: 

* Manage with a customer focus. 

¢ Network to get things done in the 
Department. 


* Present organized and succinct oral 


* Write more effectively 
* Negotiate using principled negotiation 
skills. 


* Conduct a controls review. 

* Work with both the Civil Service and 
Foreign Service personnel systems. 

* Build positive work groups. 

* Manage change and conflict in the 


workplace. 

* Plan how to get the most out of personnel. 
budget. and procurement resource 
systems. 

* Improve acquisitions and property 
management skills. 


* Manage up, down, and across the 


* Manage administrative response to 
domestic crisis situations. 


OPM Competencies Addressed: 
/ Accountability 

/ Conflict Management 

/ Continual Learning 


/ Creativity and Innovation 
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/ Partnering 

/ Problem Solving 

¢ Strategic Thinking 

/ Techical Credibility 
/ Written Communication 


FS Precepts Addressed: 

/ Active Listening 

/ Adaptability 

/ innovation 

/ Institutional Knowledge 

/ Job information 

/ Management of Resources 

/ Operational Effectiveness 

/ Oral Communication 

/ Performance Management and 
Evaluation 

/ Persuasion and Negotiation 

/ Problem Solving and Decision Making 

/ Professional Expertise 

/ Professional Responsiveness 

/ Professional Standards 

/ Social Perceptiveness 

/ Teamwork 

/ Written Communication 











Audience: 

Mid-level Civil and Foreign Service 
personnel serving in administrative 
positions im regional or functional bureaus 
Civil Service personnel in grade GS-11 to 
GS-14 and Foreign Service personne! with 
ranks of FS-4 to FS-2 are eligible. 


Schedule 

90am. to4:00p.m 

Three one-week sessions are held one week 
per month over three consecutive mo~ths 


Dates: 
Begin End Length Section 
FY03 
OVIVO3 OVI403 3weeks GDI 


(Session dates are 01/1 ¥03-01/17/03. 
02/10/03-02/14/403, OV 1003-09 14403) 


FYO4 
Dates to he determined. 


Minimum/Maximum: | 2/20 


Tuition: $2,180 


MANAGEMENT CONTROLS 
WORKSHOP 
Course Code PA 137 


Concerned about t controls 
within your office? In this two-day 
workshop, participants learn what 
management controls are and how to apply 
them effectively in a variety of office 
operations. Students learn the legislative and 
regulatory foundation for management 
controls and the Department of State's 
management controls practices and structure. 
Through case studies, students identify 
common menagement controls failures. 
Participants complete a management controls 
review of a process in thei home office. 


Participants learn to 
* Identify management control failures 
using GAO standards and techmques as 





FS Precepts Addressed: 

/ Information Gathering and Analysis 
/ Management of Resources 

/ Operational Effectiveness 

7 Problem Solving and Decision Making _ 














Schedule of Courses 45 











Audience: 

This workshop is for both domestic and 
overseas supervisors and managers of 
programs and operations. 


Schedule: 

90am w400pm 

The morning of the second day is spent in 
the partacipant 's home office conducting the 


management controls review 

Dates: 

Begin End Length Section 
FY 03 

IVIg )«=CCAW/ISAD ss 2 days Op! 
Rove G03 2 days oom 
Ovi203 )§=OVIMS 2 days Os 
FYO4 

IVI7AS §61VIROS) = o2 days Oop! 
Additional dates to be determined 
MinumumMaximum: +) 

Tuition: $290 


MANAGEMENT CONTROLS 
WORKBOOK 

Course Code PA164 

See Self Studs 


MANAGING CUSTOMER SERVICE 
Course Code PA123 


This course ts designed to enhance the skills 
of managers and supervisors responsible for 
initiating and implementing exceptional 
customer service for both internal and 
external customers. Course activities will 
help participants deuugn and implement a 
successful customer service system, 
develop performance standards. measure 
progress in accomplishing goals and 
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. (See also 
Customer Service Training (PA 143) in this 
secon.) 


Participants learn to 
* Develop a service profile for their 


orgamzational units based on the nature 
of the services provided. 

* Write clear, concise, observable, and 
realistic performance standards. 

* Plan systems that encourage a “customer 
fnendly” work environment 

* identify reasons for poor or madequate 
service 

¢ improve communication and team efforts 


to reverse poor or madequate service. 





/ Problem Solving and Decrsion Making 
/ Professional Responsiveness 











Audience: 

All managers and supervisors at the GS-12 
or PS-3 level and above who want to enhance 
their skills in managing with a customer 
focus 

Special sessions are available upon request 
when funded by the requesting bureau 


Schedule 

9am. 0400pm 

Enrollment closes five working days before 
class start date 








ACCOUNTING, VOUCHERING & 
CERTIFICATION 
Course Code PA216 


Through lecture, individual, and group 


processing , 
and cerufying officer responsitilites. It also 
includes an overview of the other service 
agencies accounting functions Students 
are given hands-on practice in coding 
COMMON overseas CXAPENses, Managing 
funds control, and identifying correctly and 
prepared vouchers. This course 
18 embedded in the Finan ial Management 
Officer's Course (PA211) 


_ Greene. 














note that FSN enrollment requires the pnor 
approval of the course manager ) 


Prerequisite: 
Basic familiarity with Windows, Word, and 
Excel 


Schedule 
9:00am. to 4:00p.m., Room F4207 
Enrollment closes five working days before 
class start date 
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Begin End Length Section 
VISA) = 4days «= OD 
C725 Sdays GM 
O23 Sdays GB 
(225 Sdays OM 
1024433 5 days op) 

Additional dates to be determined 

MinumumMaximum: 6). 4 

Tuition: $7) 


CFMS SYSTEM OVERVIEW & 
ORIENTATION (SO) 
Course Cade PA150 


Employees gai the basic skills necessary 
to use the Department of State's Central 
Financial Management System (CFMS). The 
course imtroduces CFMS and provides a 
general overview of the system. During the 
course, students access a sample CFMS 
database. work through various exercises, 
and produce basic RMS reports. This course 
18 a pre-requisite for all other CFMS courses 
offered 


vueepents learn to 
* Identify the basic features of CPMS 

* Enter data into CFMS by processing 
documents 

* Access and use CFMS tables and 
documents 

* Identify the kind of data included on 
vanious CFMS tables 

* Modify and process data already in CFMS 
tables 

. Generate and b print basic RMS reports 


- — 


OPM Competencies Addremed: 
/ Technical Credibility 


| ne - 4 
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Any employee who needs to enter data into 
CFMS or simply access various kinds of 
information by reviewing its tables or RMS 


reports 


Schedule: 


9am. w400pm 
Enroliment closes five working days before 


class start date 

Dates: 

Begin End Length Section 
FY 

11702 «= MOIRA days «= 
W202 WIA Ol days) «6M 
OR OVORS days OT 
OR =OVIO0S 2days Os 
(1403 OWISO3 days OOS 
OWIR03 ONIONS 2days OK 
FYO4 

10903 «12103 days )«=— 
IWS Wi 2days GM! 
Additional dates to be determined 
Minimum Maximum: 6/2? 

Tuition: $29) 


CFMS BUDGET EXECUTION (BE) 
Course Code PAIS! 


This trasming teaches employees how CFMS 
supports burcaus with spending authority 
at the allotment. allotment/function, and 
operating allowance levels. During the 
course, students access a sample CFMS 
database and work through various 
CRETCISES 


Participants learn to 

* Describe the difference between 
allotments and operating allowances and 
identify the ways in which CFMS supports 
bureaus with each type of authority 





ADMINISTRATION 


* Access and use application and reference 
tables to support budget activities. 

¢ Enter, approve, and modify allotment 
transactions. 

¢ Print on-demand advices of allotment or 
operating allowance, and telegraphic 
advices of allotment. 

¢ Enter, approve, aad modify suballocation 
and operating allowance transactic as. 





OPM Competencies Addressed: 
/ Technical Credibility 





eee, 





Audience: 

Any employee who needs to enter or track 
an organization's funds ai the allotment, 
allotment/fun: tion, suballocation, and/or 
operating allowance levels. 


Prerequisite: , _- 
CFMS System Overview and Orientation 
(SO) (PA150). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Enrollment closes five working days before 
class start date. 


Dates: 

Begin End Length Section 
FY 03 

103102 11MI02 days OI 
OV1I703 OVIROS) = 2days OM 
08/28/03 O82903 days WS 
FY 04 

01084 = OLA 2 days) = OD 
Additional dates to be determined. 
Minimum/Maximum: 6/-. 

Tuition: $290 


CFMS REQUISITION 
DOCUMENTS (RQ) 
Course Code PAIS3 


Theis traming teaches employees how to 

process CFMS requisition documents and 

how to use RMS to print related reports. 

Dasrag the course, students access a sample 

CFMS database and work through various 
NETCISES. 


Participants learn to: 

¢ Describe the difference between a 
commitment and an obligation and how 
CFMS links the two functions. 


'-« Create, modify, delete, and print 


requisition documents. 

* Verify and track the status of requisition 
documents and available funds using 
CFMS tables and system-generated 


reports. 
° and print related RMS reports. 





OPM Competencies Addressed: 
/ Technical Credibility 











Audience: 

Any employee who needs to process or 
track an organization's commitments 
(requisitions) and/or obligations. 


Prerequisite: 
CFMS System Overview and Orientation 
(SO)(PA1SO). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Enrollment closes five working days before 
class start date. 


Dates: 

Begin End Length Section 
FY03 

1W2M02 «102402 2 days) «6 
OARS OVIVOS) 2days OM 
O82003 O82103 22days 03 
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Begin End Length Section 
FYO4 

iZ1SA3 12/16/03 2days Ol 
\dditional dates to be determined. 
Minimum/Maximum: 6/22 

Tuition: $290 


CFMS MISCELLANEOUS 
OBLIGATIONS (MO) 
Course Code PA154 


This training teaches employees about the 
various types of obligations processed by 


CFMS and the source documents that | 


support these transactions. During the 

course, students access a sample CFMS 

database and work through various 
exercises. They also learn how to use RMS 
to produce appropriate reports. 

Participants learn to: 

¢ Create and modify purchase orders, 
blanket agreements, payroll obligations, 
and miscellaneous purchases. 

¢ Print obligation documents immediately 
(using the on-demand print function). 

* Verify and track the status of obligations 
through on-line inquiries and system- 
generated reports. | 

* Generate and print appropriate RMS 


reports. 





OPM Competencies Addressed: 
/ Technical Credibility 











Audience: 
Any employee who needs to enter, process, 


or track the status of an organization's | 


obligations. 


Prerequisites: | | | 
CFMS System Overview and Orientation 
(SO) (PA1SO). 


Schedule: 


— 9:00am. 04:00p.m. 
_ Enrollment closes five working days before 
class start date. 
Dates: 
Begin End Length Section 
FY 03 
102502 1072802 days Ol 
—6hOWNIIBsC W143 2days OOM 
082203 08/2503 days (0G 
FY 04 
IZI7A3 811803) 2days Ol 
Additional dates to be determined. 
Minimum/Maximum: 6/22 
Tuition: $290 


CFMS TRAVEL ORDERS (TO) 
Course Code PA155 


This training teaches employees to 
understand and work with the CFMS travel 
order process and produce related RMS 
reports. During the course, students access 
a sample CFMS database and work through 
various exercises. 


Participants learn to: 

* Prepare, process, and revise CFMS travel 
order data. 

* Print CFMS travel orders. 

* Verify and track travel order and travel 
advance data through on-line inquiries. 

* Generate and print travel related RMS 
reports. 


OPM Competencies Addressed: 
/ Technical Credibility 














Audience: 


Any employee who needs to enter, process, 
or track travel order data using CFMS. 
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Prerequisite: . 
CFMS System Overview (SO) (PA150). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Enrollment closes five working days before 
class start date. 


Dates: 

Begin End Length Section 
FY 03 

102902 103002 days Ol 
OwWIS3 §=6—O041603) =«62days OOM 
08/2603 08/2703 22days (WG 
FY 04 

010604 «8601/0704 «= 2days Wl 
Additional dates to be determined. 
Minimum/Maximum: 6/22 

Tuition: $290 


FINANCIAL MANAGEMENT FOR 
LOCALLY EMPLOYED STAFF 
Course Code PA210 


Students learn the basic financial 
management skills as practiced in an 
overseas environment at foreign missions, 
as well as the fundamentals of Federal 
Appropriation Law. The course includes the 
five-day module Accounting, Vouchering, 
and Certification (PA216), the four-day 
module Principles of Appropriation Law 
(PA215), and the four-day module Working 
with ICASS (PA214). 


Participants learn to: 

* Apply the principles of Federal 
Appropriation Law. 

* Apply the Department of State and other 
USG Agency basic budgetary authorities. 

* Understand the Strategic Planning 
Process. 

* Plan and submit budgets. 


¢ Learn Department of State accounting 
policies and procedures. 

* Review the rudiments of fiscal coding. 
* Apply the basics of funds control. 

¢ Interpret and apply travel regulations. 

* Apply the concepts of simplified 
acquisitions and contracts. 

* Manage Official Residence Expense and 
representation funds. 

¢ Understand the principles of management 
controls and ethics. 

* Become familiar with Public Diplomacy 
Grants. 


OPM 
¢ Accountability 





Addressed: 


/ Technical Credibility 

/ Technical Management 
/ Integrity/Honesty 

/ Decisiveness 

/ Team Building 

/ Partnering 


FS Precepts Addressed: 

/ Job Information 

/ Management of Resources 

/ Operational Effectiveness 

/ Problem Solving and Decision Making 

/ Professional Standards 

/ Professional Expertise and 
Responsiveness 

/ Professional Standards 

/ Teamwork 

/ Technical Skills 











Audience: 

Senior level LES Financial Management 
Specialist. Eligible Family Members (EFMs) 
who will assume a broad range of financial 
management responsibilities. Accounting 
Supervisors at mid-to-large size missions. 
FSN enrollment requires the prior approval 
of the FMO Course Manager. 
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Prerequisite: 

Fluency in both spoken and written English 
Working knowledge with Windows, Word, 
and Excel. 

Schedule: 

9:00 a.m. 0 4:00 p.m., Room F4207 
Dates: 

Begin End Length Section 
FY G3 

wien «= OSS) 4weeks «6D 
FY04 
Additional dates to be determined 


FINANCIAL MANAGEMENT 
OFFICER’S COURSE (OVERSEAS) 
Course Code PA211 


Through lectures, discussions, individual 
and group exercises, self-study, and role- 
plays, participants learn the fundamentals 
of financial management as practiced at 
Foreign Service posts abroad and the basics 
of the legislative/budgetary process in 
Washington. The course includes the five- 
day module Accounting, Vouchering & 
Certification (PA216), the five-day module 
Supervising a Cashier (PA217), the four-day 
module Working with ICASS (PA214), and 
the four-day module Appropriation Law 
(PA215). 


Participants learn to: 
* Apply the principles of Appropriation 
Law 


* Apply Department of State and other 
agency basic budgetary authorities 

* Use State Department accounting 
systems and operations. 

* Use accounting systems for funds 
control. 


* Ensure management controls are 
integrated thrvughout the financial 


management function. 





/ Problem Solving and Decision Making 

/ Professional Expertise and 
Responsiveness 

/ Professional Standards 

/ Teamwork 

/ Technical Skills 











Audience: 
New Financial Management Officers, 


personnel assigned to overseas positions 
that include the financial management 
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portfolio, and Senior-level FSNs newly 
assigned to positions that carry a broad 


range of financial management 
responsibilities. (Please note that FSN 
enrollment requures the pnor approval of the 
course manager.) 

Basic familiarity with Windows, Word, and 
Excel 

Schedule: 

9:00 a.m. t0 4:00 p.m., Room F4207. 
Dates: 

Begin End Length Section 
FY 03 

14402 i222 JTweeks ODI 
iss O43 Jweeks OD 
0903 O72503 Jweeks OG 
Wiis 02603 weeks OD 
FYO4 

11403 «120503 = 8 weeks* ODI 
( *additional week to make-up for holidays) 
Additional dates to be determined. 
Minimum/Maximum: 6/24 

Tuition: $5,820 

HOW TO BEA 

CERTIFYING OFFICER 
Course Code PA291 

See Self Study 


ICASS EXECUTIVE SEMINAR 
Course Code PA245 


Through lectures and group discussions 
participants learn the principles of the 
International Cooperative Administrative 
Support Services system (ICASS), which is 
used to manage administrative support 
services shared among USG agencies at 


overseas posts. 
ICASS (PA214)). 


Pusticipants leas te: 
tee ee eee 


° ee 
the ICASS — at the post and 
Washington levels 

° Implement customer service practices. 

* List types of financial management 
information which are available from the 
ICASS cost distribution software. 


(See also Working with 














positions require a 
| ssn toleaaentinn thd oath ane 


objectives. 


Prerequisite: 
None. 


Schedule: 

9:00 a.m. 04:00 p.m 

Enrollment closes five working days before 
class start date 


Dates: 

Begin End Length Section 
FY 03 

12M «IO2MR Ol day)=— 
OVvISOS OVISOS) idayy Gm 
60M3 OOM Iida Os 
O13 OIG iday 
(92403 (403 iday (05 
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Begin End Length Section 
FYO4 

RAS «= 1RAS:SC$#és|: day anol 
mons S— 1yviB:sSCsit day oom 
Additional dates to be determined 
Mingmum/Maximum: 6’) 

Tuition: $150 

PRINCIPLES OF 
APPROPRIATION LAW 


Course Code PA215 


Through lectures and discussions, 
the fundamentals of Appropnation Law and 
its impact on federal agencies’ funding and 
spending authorities. The course provides 
the legal framework for agencies’ use of 
appropnations approved by Congress with 


Financial Management Officer's Course 
(PA211), but separate enrollment is permitted 
when space 1s available. 


Participants learn to: 

* Apply legal requirements for appro- 
pnations with regard to purpose, time, and 
amount. 
—e 


. ee and interpret Comptroller 
General decisions 














Personnel assigned to domestic and 
overseas financial management or 
admunistrative officer posipons. (Please note 
that FSN enrollment requires the prior 
approval of the course manager.) 


Schedule: 

8: Wam. w400p.m. 

Enrollment closes five working days before 
class start date. 





OPM Competencies Addressed: 
/ Financial Management 

/ Technical Credibility 

/ Integrity/Honesty 

/ Problem solving 











Dates: 

Begin End Length Section 
FY 

110502 110R02 4days O00 
OV1403 (O1/I703 «4days OOM 
02/1803 022103 4days GB 
061003 OWIM3 4days 00s 
08/1203 GWISNS 4days (05 
FYO4 

11403 101703 4days ODI 
Additional dates to be determined. 
Minimum Maximum: (> 4 

Tuition: $580 
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SUPERVISING A CASHIER 
Course Code PA217 


Through lectures, discussions, and 
individual exercises, participants gain 
operational knowledge of how to supervise 
an overseas Class B cashier operation, 
including physical security, cashier 
selection/designation, subcashier desig- 
nation and oversight. Automated Cashier 
System (ACS) operation, banking 
arrangements, and control of consular 
collections. Students are given hands-on 
experience performing the supervisor's 
unannounced venfication of funds and using 
the Automated Cashiering System. This 
course is embedded in the Financial 
Management Officer's Course (PA211) but 
separate enrollment 1s permitted when space 
ts available. 


Participants learn (o: 

¢ Create the proper physical and operational 
environment to protect cashier funds from 
loss or abuse 

¢ Control consular collections. 

¢ Perform thei responsibilities under ACS. 

* Unannounced cash verification and 
conduct a -ashier reconciliation. 








OPM Competencies Addressed: 
/ Accountability 

/ Customer Service 

/ Financial Management 

/ Integrity/Honesty 

/ Technical Credibility 

/ Technology Management 


FS Precepts Addressed: 

/ Job Information 

/ Operational Effectiveness 

/ Professional Expertise and 
Responsiveness 

/ Professional Standards 

/ Technical Skills 


/ Management of Resources 














Personnel assigned to Administrative or 
Financial Management Officer duties at 
overseas posts and other State personnel 
who will be supervising a Class B cashier. 


Basic familiarity with Windows, Word, and 
Excel 


Schedule: 

9:00 a.m. to 4:00 p.m. Room F4207. 
Enrollment closes five working days before 
class start date. 


Dates: 

Begin End Length Section 
FYB 

1Vi82 «61222 Sdays)=— OD 
OMOMS OWIAS Sdays GM 
062M3 O67703 4days Gp 
082903 (82903 Sdays Wm 
FYO! 

102703 IOGIA3 Sdays Ui 
Additional dates to be determined 
Minimum Maximum: 6/24 

Tuition: $70 


TRAINING FOR OVERSEAS 
CASHIERS (CD-ROM VERSION) 
Course Code PA295 

See Distance Learning 

This course is administered by the regional 
Financial Service Centers 
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TRAINING FOR OVERSEAS 
CASHIER SUPERVISORS 
Course Code PA294 

See Self Study 


TRAINING FOR OVERSEAS 
VOUCHER EXAMINERS 
Course Code PA200 

See Self Study 


WORKING WITH ICASS 
Course Code PA214 


Through lectures and discussions, 
computer exercises, self-study, and 
simulations. participants learn the pnaciples 
and mechanics of the International 
Cooperative Administrative Support 
Services system (ICASS), which is used 
abroad to manage administrative support 
services shared among USG agencies. This 
course is embedded in the Financial 
Management Officer's Course (PA211) and 
is also offered as a separate course. 


Participants learn to 
* Discuss and apply the principles of 
ICASS. 

* Explain the roles and responsibilities of 
IC ASS participant« at home and abroad. 

* Practice techniques for conducting 
effective meetings 

* Apply the principles of planning and 
customer-focused management in the 
context of administrative work overseas 

* Use ICASS software to perform what-if 
scenanos 

* Admunister mechanisms for sharing the 
cost of common administrative support 
services at FS posts 

* Formulate a budget using ICASS software 

* Research and interpret financial 


information which is available from the 
ICASS cost distribution software. 


* Write/Revise effective service 


performance standards. 





/ Job information 

/ Problem Solving and Decision Making 
/ Professional Expertise 

/ Teamwork 











Audience: 

Personnel assigned to Administrative or 
Financial Management Officer duties at 
overseas posts, Senior FSNs/PSCs, and 
other State personne! who work directly with 
ICASS, and other agency personne! whose 
duties require in-depth knowledge of ICASS 
operations and the ICASS cost distribution 
software. (See also ICASS Executive 
Seminar (PA245).) (Please note that FSN 
enrollment requires the pnor approval of the 


course manager ) 


Prerequisite: 
Basic familianty with Windows software 


Schedule: 

9:00 a.m. to 4:00 p.m., Room F4207 
Enrollment closes five working days before 
class start date 
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Begin End Length Section 
FY 03 

110502 JIABA2 4days 0001 
10M «612 4 days §«=6(0022 
i803 O2103 4days 0003 
OVISS §=OV2IAG 4days OO 
WIS GIMS 4days 0005 
OVABAS O/1IA3 4days 0006 
i203 OWISA3 4days 0007 
(AQIS WASN3 4days 0008 
FYO4 

1W1403 §=81WVI7AR) = 4days O00! 
Wins) = I/1403 = 4days) =: O22 
Additional dates to be determined. 


Minimum/Maximum: | 2/24 


Tuition: $580 


General Services 
Operations and 
Acquisition Management 


BASIC NEPA RECORD KEEPING, 
OVERSEAS OPERATIONS 

Course Code PA226 

See Distance Learning 


CONTRACTING OFFICER 
REPRESENTATIVE TRAINING 
(PRE-AWARD) 

Course Cade PA174 


This course is an introduction to the duties 
of a Contracting Officer Representative 
(COR) during the pre-solicitation, 
solicitation, evaluation, and negotiation 


stages of procurement (also known as the 
pre-award phase) 


vusielpants Commn 0x 
* Identify how program officers and CORs 
interact with contracting personnel duning 
the pre-award phase. 

* Identify the roles and responsibilities of 
the COR during the pre-award phase. 

* Use Federal and Departmental regulations 


governing 

* Describe the characteristics of a 
performance-based Statement of Work. 

* Identify and use the Department's 
guidance for CORs. 

* Identify and avoid potential conflicts of 
imterest and other ethics issues. 





OPM Competencies Addressed: 
/ Accountability 

/ Continual Learning 

/ Creativity and Innovation 

/ Integrity/Honesty 

/ Problem Solving 

/ Technical Credibility 


FS Precepts Addressed: 

/ Institutional Knowledge 

| / Job Information 

| ¢ Management of Resources 

/ Operational Effectiveness 

/ Problem Solving and Decision Making 
/ Professional Responsiveness 

/ Technical Skills 








oo 





Audience: 

Recommended for current and future CORs, 
program officers, and others participating in 
the pre-award phase of procurement 


Schedule: 

90am. w400p.m 

Enrollment closes five working days before 
class start date 
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Dates: 

Begin End Length Section 
FYG 

10402 «11062 —s 3: days a! 
OV2703 O129K3 = 3 days oon 
OAS OVS 3 days oo 
C2038 O2WSB 3 days oon 
FYO4 

110003 11053 = 3 days 0001 
Additional dates to be determined. 
MinimumMaximum: %/24 

iuition: $440) 


CONTRACTING OFFICER 
REPRESENTATIVE TRAINING 
(POST AWARD) 

Course Code PA175 


This course 1s an introduction to the duties 
of a Contracting Officer Representative 
(COR) during contract administration (also 
known as the post-award phase). 


contract 
* Describe the training and appointment 
requirements for Departmental CORs. 
* Identify the roles and responsibilities of 
the COR during contract administration. 
* Use Federal and Departmental regulations 
governing contract administration. 

* Identify and use the Department's 
guidance for CORs. 

* Identify and avoid potential conflicts of 
interest and other ethics issues 

















OPM Competencies Addressed: 
¢ Accountability 


/ Continual Learning 
/ Creativity and Innovation 
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Officer 


Dates 

Begin End Length Section 
FYG 

10702 \1ABAR = 2 days ap 
0110003 + OGIAS = 2 days (rR 
OMS OMIA = 2 days aos 
C1243 O725A3 2 days (ns 
FYO4 

10603 IATA 2 days aD! 
Additional dates to be determined 
MiniraanMaximum: << 

Tuition: $290 








CONTRACTING OFFICER 
REPRESENTATIVE UPDATE 
Course Cade PAI73 


This workshop is recommended for 


Contracting Officer Representatives (CORs) 
who have not attended a COR class within 


two years. 


Partucipants learn to: 
* Interpret recent changes to Federa! 
law 


* Implement contract changes and 
terminations 
* Implement 
techniques 


contiact management 





OPM Competencies Addressed: 
/ Accountability 

/ Continual L carning 

/ Creativity and lanovation 

/ Technical Credibility 


/ Technology Management 


FS Precepts Addressed: 

/ Adaptability 

/ Innovation 

/ Job Information 

/ Management of Resources 
/ Operational Effectiveness 

_ ¢ Professional Responsiveness 


~ 4 Techcal Stalls 











Audience: 
CORs and program managers whose onzinal 
training was two of more years pror to this 
work shop 


Prerequisite 

Previous COR Tramung (Contracting Officer 
Representative for Construction Projects 
(PA125). Contracting Officer Representative 
(Pre- Award) (PA174). Contracting Officer 
Representative (Post Award) (PA175), or 
equivalent } 


FSN COMMERCIAL 
ACQUISITIONS 
Course Code PA247 


A seven-day class (five classroom sessions 
the first week. followed by two directed con- 
sultation days the second week ) for Lacally 
Engaged Staff whose duties include procure - 
ment of goods and services up to the sumpl- 
fied acquisition threshold of $100,000 (or $5 
millon for “commercial items”). Instructors 
imtroduce students to the regulations and 
dent presentations, and wher practical exer- 
cises. This workshor is the equivalent of 
the first week of the four-week acquisition 
module in the GSO course (PA221). Note 
This course can be substituted for the 40 
hours of commercial traning required by A/ 
OPE in order to request an individual pur- 
chase card transaction limit of up to $25,000 


Participants learn to 

* Prepare a variety of procurement 
documents, including requisitions, 
purchase orders, blanket purchase 
agreements, and “commercial items” 
solicitations 
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* Identify procurements that can be made 
using the government-wide commercial 
card 
* Apply federal procurement policies 
overseas 


Audience: 

The target audience for this course 1 prima- 
nly Foresgn Service Natonals who have pro- 
curement responsibilities in then work 
requirements The material covered 1s equiva- 
lent to that of the fir week of the four-week 
acquisitions module of the GSO courses 
(General Service Operations (PA221) and 
Overseas Contractor Officer Warrant Train- 
ing (PA223)) 


Prerequisite: 

English at 4/4 level. students should be 
farmbar woth English vocabulary used om the 
business ens ironment 


Schedule 

9am w4ipm 

Dates: 

Begin End Length Section 
FY 

003 GWIME ‘Tdays GD 


MinimurmMaximum: |() 
Tuition: $1.00 


FSN TRANSPORTATION 
WORKSHOP 
Course Cade PA2SO 


This five-day workshop is designed to 
provide Foreign Service National 
supervisors mvolved im transportation and 
shipping « ith the hasn know ledge and skills 
that they will need to successfully supervise 
and manage trensportation functioms i a 
team-onented environment at overseas 
posts 
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Particepants learn to 

* identify vanous types of shupments 

* Define commonly used shipping and 
transport terminology 

* identify the weight allowance for cach 
type of shipment (HHE. UAB. 
Consumables. and Layette } 

* Understand the role of the European 
Logical Suppor Office. Dispatch Agent. 
and Consolidated Receiving Pownt 

* Describe the procedures to be followed 
for an overweight shipment before the 
shipment leaves post 

* Assist employees m the completion of 
DS 1620s and supporting documentation 


for filang a clas 

* Prepare a cost constructive analysis of 
transportation costs 

* Describe special considerations 


concermng the shipment of pets. motor 
vehicles, alcohol, and firearms 

* Give employees advice on how to prepare 
for moving day. including the mmportance 
of imventories and imsurance 
considerations 

* Understand the difference between the 
International Through Governmen: Bill 
of Lading method of stupment and the 
Pack and Crate method of shupment 

° Given shipment summanes and standard 
shipping cables. answer the following 
questions: What does the shipment 
contam’ Where is the shipment now” 
How long will a be before a reaches post’ 


Audience: 
Foreygn Service Employees involved mn GSO 
management and in transportation and 


shipping operations 


Prerequisite: 

English at the 4/4 level Complete farnibhartty 
with PCs. mmchuding word processing and 
Excel spreadsheet software 


Schedule 
Workshop scheduled annually im each 


geographic region via cable 





MingmumMaximum: »)+) 
Tuition: $7™) 


CONTRACT ADMINISTRATION 
WORKSHOP 


Course Cade PA252 


This workshop covers issues arising after 
the contract or purchase order 1s awarded. It 
covers the basics of planning for contract 
administration, contract modifications, 


options, inspection, acceptance, handling 
unsatisfactory performance, and contract 


closeout procedures. 


Audience: 


The course is designed pnmarily for FSNs 
although FSOs may also attend. 


Prerequisite: 

Completion of the Commercial Items 
Acquisition Workshop is preferable. 
although not required. First priority will be 
given to individuals who perform acquisition 
functions 


Shedule 
Seven (7) days for the Washington sessson 
and five (5) days for the regional workshops 


Dates 

A/OPE announces yearly offenngs m a cable 
Dates and locations vary from year to year 
One session will be held at the Shultz Center, 
which includes two days for consultation 


MintmumMaximum 6) 
Tuition: $1,740 


GENERAL SERVICES OPERATIONS 
Course Cade PA22! 


This course provides basic training in 
overseas general services operations. 
Instructors introduce students to the 
applicable regulations and procedures and 
gusde them through case studies, role-plays. 
and other practical exercises om five areas: 


portion of the course qualifies students for 
the standard overseas contracting officer's 
name warrant issued by AJOPE. Students 
will be expected to use computers to prepare 
a variety of documents and to access on- 
lune versions of vanous regulations during 
traning. The cleven-week GSO program 
includes this ten-week course and the 
prerequisite Basic Administrative 


Management Course (PA224). 


In some cases. individuals may need only 
one of two segments of the course. Dates 
for the segments are as follows 


10/07/02-1 1/01/02, 12/16/02. 
01/24/03, 04 10/03-04/04/03, 05/19/03. 
06/13/03, 07/28/03-08/22/03, 10/06/03. 
1OV3 1403, 12/1SA03-D01/2 0. 


Real Estate: | | /0402-11/15/02. 01/27/03. 
02/07/03, 04/07/03-04/18/03, 06/16/03. 
6/27/03, 08/25/03-09/05/03, 11/03/03. 
11/1403 


Property ; 11/18402-1 1/29/02, 
02/10/03-02/21/03, 04/21/03-05/02.'03, 
06/30/03-07/1 1/03, 09/08/03-09/19/03, 
11/1 7403-1 1/28/03 


Travel and Transportation: 
1 2/02/02.12/06/02, 02/24/03-02/28/03, 
05/05/03-05/09/03, 07/14/03-07/18/03. 
(8/Z20}492S03, | OVS. 12005003 
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Toots for Administration 
09/30/02 - 10/04/02, 12/09/02-12/1 3/02. 
03/03/03-03/07/03, 0S/12/03-05/16/03. 
07/21/03-07/25/03. 09/29703- 10/03/02. 
1208/03- 12/1203 


To enroll m segments of the course. please 
fax a completed DS-755 indicating course 
code PA221. the required segments, and 
dates to the Administrative Training 
Divisson at (703) 302-3099 


Participants learn to 

* Manage the functions of the General 
Services Office at overseas posts 

¢ Supervise personnel in a multicultural 
environment 

* Apply applicable regulations to 
administrative operations 

* Apply the customer focused principles of 
ICASS im managing General Services 
activities 

* identify and correct material weaknesses 


iN SUPP services 


_ OPM Competencies Addrewed: 
| ¢ Accountability 

/ Conflict Management 

/ Continual | earning 

/ Creativity and Innovation 

/ Customer Service 

/ Decisiveness 


/ Entreprencurship 

/ Financial Management 

/ Plexitulity 

/ Human Resource Management 

/ Influencing/Negotiating 
7 Imegrity/Honesty 

/ Oral Communication 

/ Partnering 

/ Problem Solving 

/ Service Motivation 

/ Team Buiiding 

/ Technical Credibility 

/ Technology Management 
 ¢ Wotten Communication 
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FS Precepts Addressed: 
/ Active Listening 

| ¢ Adaptability 

| 7 Critical Thinking 

_ 7@ innovation 

_ 7 Institutional Knowledge 

| 7 Job information 
/ Management of R-sources 

| ¢ Operational Effectiveness 

| 7 Oral Communication 

7 Performance Management 

and Evaluation 

/ Persuasion and Negotiation 
/ Problem Solving and Decision Making 
/ Professional Responsiveness 
/ Social Perceptiveness 
/ Suppor for EEO 

| 7 Teamwork 

_ Jf Technical Skills 


| 
| ¢ Written Communication | 
\ J 


— 8 — — ———— 








Audience: 

Any employee who ts goung overseas to a 
General Services Officer or Facilities 
Manager assignment. FSNs at the FSN-7 
level and above who have broad 
management and supervisory 
responsibilities for general services 
functions at post are welcome to enroll im 
the entire GSO Course or segments of the 
course that apply to their areas of 
responsibility 


Prerequisite: 

Basix Admunstrative Management (PA224). 
Complete familiarity with PCs including 
Windows, Word, Excel, and th» Internet 
FSNs must have profess sal-level 
competency m both spoken and written 
English at the 4/4 level 


Schedule 
90am wo400pm 








ADMINISTRATION 


Dates: 
Begin 
FY 03 
110402 
12A9AN2 
0172703 
0003 
04/07/03 
Os/12/03 
06/16/03 
072103 
OR/25/03 
09/29/03 
FY 04 
11/0403 
12/08/03 


End 


01/24/03 
02/28/03 
OYO4/03 
OSAR/03 
O61 Y03 
07/18/03 
OR/22/03 
09/26/03 
1073 1/03 
12/05/03 


01/204 
02/274 


Length 


10 weeks 
10 weeks 
10 weeks 
10 weeks 
10 weeks 
10 weeks 
10 weeks 
10 weeks 
10 weeks 
10 weeks 


10 weeks 
10 weeks 


Minimum/Maximum: 5/4) 


Tuition: $7,270 


Section 


HOW TO BE A CONTRACTING 
OFFICER’S REPRESENTATIVE 
Course Code PA 130 
See Self Stud 


HOW TO WRITE A STATEMENT 
OF WORK 
Course Code PA134 
See Self Study 


INTRODUCTION TO 
SIMPLIFIED ACQUISITIONS 
AND REQUISITIONS OVERSEAS 
Course Code PA?22 
See Self Studs 


NEPA TRAINING, DOMESTIC 
OPERATIONS 
Course Code PA129 


Employees learn how to use the Department 
of State's Non-expendable Property 


Application (NEPA) as an effective record 
keeping tool to help manage non-expendabie 
property. During the course. students 
access a sample NEPA database and work 
through numerous hands-on exercises 


Participants learn to: 

¢ Establish, update. and dispose of property 
records. 

¢ Produce relevant NEPA reports 

¢ Enter scanned inventory data into NEPA. 

* Reconcile inventory results with the 
NEPA database. 





_ OPM Competencies Addressed: 
| & Technical Credibility 


5 


Audience: 

Any employee who will use NES. w keep 
track of a bureau's property. Also helpful 
for principal custodial officers 


Prerequisite: | 
Property Management for Custodial Officers 
(PA135). 








Schedule: 

9:00 a.m. to 4:00 p.m 

Enrollment closes five workin’ Jays before 
class start date 


Dates: 

Begin End Length Section 
FYO3 

012703 O131038 sdays OI 
72203 OROINS Sdays GM 
FYO4 

02/02/04 02/06/04 Sdays (GI 
Additional dates to be determined 
Minimum/Maximum: \/>- 

Tuition: $740 
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PROPERTY MANAGEMENT FOR 
CUSTODIAL OFFICERS 
Course Code PA135 


This course teaches employees to manage 
and control property owned by the 
Department of State. It provides them with 
knowledge of the regulations, management 
control requirements, and correct procedures 
for tracking property. 


rwengens learn t: 
¢ Describe the responsibilities of a bureau 
accountable property officer and custodial 
officers. 

¢ Document the receipt, issuance/loan, loss, 
damage, theft, and excessing of 
accountable property. 

¢ Determine which items to track in the 
Department's Non-expendable Property 
Application (NEPA). 

* Use scanning equipment to take an 
automated inventory. 

¢ Obtain information using vanous standard 
NEPA reports — both basic and 
reconciliation reports. 

¢ Describe the content and significance of 
the annual Certification of Inventory 
Reconcihation. 





OPM Competencies Addressed: 
/ Accountability 
/ Technical Credibility 











Audience: 

Domestically based employees who have 
property management responsibilities as 
part of their regular duties. especially those 
serving as principal or area custodial officers. 


Schedule: 

9:00 a.m. to 4:00 p.m 

Enrollment closes five working days before 
class start date 


Dates: 

Begin End Length Section 
FYO 

124402 102502 2days ODI 
020603 O207A3 days GM 
061903 069003 2days GB 
FYO4 

10S «=I 2 days )«=— 
Additional dates to be determined. 
Minimum/Maximum: 8/20) 

Tuition: $290 

PURCHASE CARD 
SELF-CERTIFICATION TRAINING 
Course Code PA297 


See Distance Learning 


Human Resource 
Management 


ADVANCED HUMAN RESOURCE 
MANAGEMENT WORKSHOP 
Course Code PA234 


This two-week workshop provides an 


opportunity for expenenced practitioners to 
increase their technical knowledge, share 


best practices, and learn about developments 
in the field of human resource management. 
Through presentations by subject matter 
experts, case studies, group exercises, and 
role-plays, participants will be able to 
improve problem solving and counseling 
skills 


Participants learn to 

* Develop a post training program, with 
emphasis on preparing individual 
development plans, coaching, faciliating 
seminars, and counseling employees. 
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ADMINIS 


RATION 





* Build positive and effective professional 
relauonships throughout the Department 
in order to meet the needs of customers. 
* Apply the principles of FSN classification 
and 10n to complex FSN issues. 
* Identify best practices for resolving 





FS Precepts Addressed: 

/ Active Listening 

/ Institutional Knowledge 

/ Job Information 

/ Management of Resources 

/ Operational Effectiveness 

¢/ Problem Solving and Decision Making 

/ Professional Responsiveness and 
Expertise 

/ Professional Standards 

/ Teamwork 

/ Technical Skills 











Audience: 

American Administrative and Human 
Resource Officers who have served at least 
one tour as a Human Resource Officer and 


or FSN Classification & Compensation 
(PA232) and three to five years of experience 
working in U.S. Government human resource 
administration. Must have a very good 


working knowledge of the Department's 
human resource regulations. 
_ Schedule: 
9:00am. to4:15 p.m., Room F4145. 
_ Dates: 
Workshop dates will be announced via 
_ cable. 
| Minimum/Maximum.: | 2/24 
Tuition: $1,450 


AMERICAN HUMAN RESOURCE 
MANAGEMENT 
Course Code PA235 


This course provides in-depth operational 
knowledge of the American Foreign Service 
Human Resource System. Through subject 
matter expert presentation, group 
discussion, simulations, and case studies, 
students are provided the opportunity for 
hands-on practice in specific areas of human 
resource management. Topics include 
resources management, recruitment, 
employment programs, assignments, 
employee relations, performance evaluation, 
allowances and benefits, crisis management, 
conflict management, Equal Employment 


Opportunity, diversity, and ICASS. (This 


Senior Locally Employed Staff Human — 


Resource Managers (FSN-9 or higher) with 
several years experience. 


Prerequisite: 

English at the 4/4 level. Human Resource 
Management Course (PA231) and one to 
three years of experience working in U.S. 


course is a module in the full seven-week 
Human Resource Management Course 
(PA231).) 


Participants learn to: 


_ © Demonstrate an understanding of the role 


and responsibilities of an overseas human 
resource officer. 
* Manage the functions of an overseas 
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human resource program for Forcign 
Service employees. 

* Communicate effectively to counsel and 
motivate staff. 

¢ Implement post human resource policies. 

¢ Interpret and apply the laws, regulations. 
and procedures governing the Foreign 
Service human resource system. 

* Interpose appropriate management 
controls to post human resource 





/ Team Building 
¢ Technical Credibility 


FS Precepts Addressed: 

/ Active Listening 

/ Institutional Knowledge 

/ Job information 

/ Management of Resources 

/ Operational Effectiveness 

/ Perfurmance Management and 
Evaluation 

/ Problem Solving and Decision Making 

/ Professional Responsiveness and 


Experuse 
/ Professional Standards 
/ Support for EEO 
/ Teamwork 
/ Technical Skills 





human resource activities at post for 
American Foreign Service employees 
assigned overseas. 


Prerequisite: 

English at the 4/4 level. Basic computer skills. 
including word processing skills, and 
knowledge and use of Intranet/Internet. 
Locally Employed Staff should be familiar 
with embassy and Human Resource 
operations and have at least one year's 
expenence at the FSN-7 level. This course 
does not teach basic Human Resource 








Audience: 

Human Resource Officers, Administrative 
Officers, Locally Employed Staff (with the 
prior approval of the course manager), and 
Civil Service employees who will manage the 


Schedule: 

9:00 a.m. to 4:15 p.m., Room F4145. 
Dates 

Begin End Length Section 
FY 

10402 «1222s weeks «6D 
misS OVW7IA3 J3weeks GM 
2103 OSAR3R Sweeks OG 
w62M3 OV1103 <Jweeks OM 
FY 

W148 86103148 3jweeks (OD! 
Minimum/Maximum: | 2/24 

Tuition $2,180 


FSN POSITION CLASSIFICATION 
AND COMPENSATION 
Course Code PA232 


This course uses subject matter expert 
presentations, role plays, individual and 
group problem solving exercises, and case 
studies to expose students to a high level of 
technical knowledge in position 
classification (including Computer Assisted 
Job Evaluation (CAJE)) and compensation 
(including off-the-shelf surveys.) There is 
considerable hands-on practice in 
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possess the skills necessary to classify 
salary schedules. (This course is a module 
in the full seven-week Human Resource 


Management Course (PA231).) 


Maintain the FSN classification system. 


Identify, describe, and discuss the © 














Human Resource officers, Administrative 
Officers, Locally Employed Staff human re- 
source assistants and specialists (with the 
pnor approval of the course manager), Civil 
Service employees, and personnel from other 
foreign affairs agencies who handle classifi- 
cation and compensation issues for locally 
employed staff 


Prerequisite: 

English at the 4/4 level. Basic computer skills, 
including word processing skills, 
spreadsheet, and knowledge and use of 
Intranev/Internet. Locally Employed Staff 
should be familiar with post and Human 


Resource operations and have at least one 
year's expenence at the FSN-7 level. This 
course does not teach basic Human 


Resource clencal skills. 

Schedule: 

900am.to4:15p.m.. Room F4145. 
Dates: 

Begin End Length Section 
FYG 

IWrn2sCsiséids weeks «ss 
MWS 004 lweeks OD 
273 GO0805 lweeks OD 
O23 (GARG lweeks OM 
FYO4 

IVI7AS §=61V2R0S) 0 = 62 weeks «=O 
RAS) «61219 2 weeks «OOD 


HUMAN RESOURCE 
MANAGEMENT AT POST 
Course Code PA236 


Using lectures, givup discussions, 
simulations, and case studies, this segment 
covers the management of human resource 
operations at post, especially Locally 
Employed Staff, Rockefeller, and Family 
Member Appointments, post personnel 


_ computer system, and some aspects of 


human re surce operations for American 
Foreign Service employees at post. It 
provides continuing students the 
opportunity to broaden their knowledge of 
Amencan Human Resource Management 
gained in PA235. (This course is a module in 
the full seven-week Human Resource 


Management Course (PA231).) 


Participants learn to: 
* Demonstrate an understanding of the role 
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and responsitulses of an overseas human 
resource officer. 

* Manage the functions of an overseas 
human resource program for Locally 
Employed Staff 

* Communicate effectively to counsel and 
motivate staff. 

¢ Implement post human resource policies 

¢ Interpret and apply the laws. regulations. 
Service National human resource system 

* Interpose appropriate management 
controls to post human resource 


operations. 
* Manage an effective awards program at 
post. 





OPM Competencies Addressed: 
/ Accountability 


/ Team Building 
/ Technical Credibility 


FS Precepts Addressed: 

/ Active Listening 

/ Institutional Knowledge 

/ Job Information 

/ Management of Resources 

¢/ Operational Effectiveness 

/ Performance Management and 
Evaluation 

/ Problem Solving and Decision Making 

/ Professional Responsiveness and 





Expertise 
/ Professional Standards 
/ Support for EEO 
/ Teamwork 
¢/ Technical Skills 





Officers, Locally Employed Staff (with the 
pnor approval of the course manager). and 
Civil Service employees who will manage the 
human resource activities at post for Locally 
Employed Staff 


Prerequisite: | 
English at the 4/4 level. Basac computer skills, 
including word processing skills, and 
knowledge and use of Intranet/Internct. 
Locally Employed Staff should be familiar 
with embassy ond Human Resource 
operations and have at least one year's 
expenence at the FSN-7 level. This course 
does not teach basic Human Resource 
clencal skills. 
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Schedule: 

900 a.m. to4:1Sp m.. Room F4145 
Dates: 

Begin End Length Section 
FY 

12502 120602 8 lweeks OD! 
ovinds §«OV21I05 2weeks GM 
Wi2G G2M3 weeks GD 
014408 O725A3 lweeks OO 
FYO4 

1A0MS)~=—s« 1/1403 2weeks (DI 


MinimumMaximum: | 2/24 
Tuition $149) 





HUMAN RESOURCE 
MANAGEMENT COURSE 
Course Code PA231 


This seven-week course provides basic 
traiming in overseas human resource 
management Through subyect matter expert 
group discussions, 
simulabons. and case studies. participants 
gain an operational knowledge of the 
principles of Amencan and Foreign Natonal 
Employee human resource management 


The PSI strongly recommends that Amencan 
Human Resource and Administrative 


Management 
course consists of the three modules, FSN 
Classification and Compensation (PA232), 
Amencan Human Resource Management 
(PA235), and Human Resource Management 
at Post ( PA236). 


Participants learn to: 

¢ Demonstrate an understanding of the role 
and responsitilities of an overseas human 
resource officer. 
* Manage the functions of an overseas 
human resource 

¢ Communicate effectively to counsel and 
motivate staff. 

* Implement post human resource policies. 

* Interpret and apply the laws, regulations. 
and procedures governing the Foreign 
Service human resource system. 

* Interpose appropriate management 
controls to post human resource 


operations. 
° Manage an effective Awards Program. 





Expertise 
/ Professional Standards 
/ Suppor for EBO 
/ Teamwork 
/ Technical Skills 











Audience: 

Human Resource Officers, Administrative 
Officers, Locally Employed Staff (with the 
pnor approval of the course manager), and 
Civil Service employees who are going 
overseas to positions where they will be 
accountable for or will supervise the human 
resource portfolio at post. This course is 
also recommended for new DCMs at SEP 
posts and Civil Service employees who are 
m positions which interact regularly on 
human resource issues with Foreign Service 


employees or Locally Employed Staff 
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Prerequisite: 

English at the 4/4 level. Basic computer skills. 
including word processing skills, spread- 
sheets, and knowledge aad use of Intrancy 
Internet. Locally Employed Staff should be 
farmhar with embassy operabons and Human 
Resource operapons and should have at least 
two years of expenence at the FSN-7 level 
This course is not appropnate for entry level 
clencal employ ces. lt does not teach basic 
Human Resource clencal skills, processing 
personnel actions. etc. Basic Admunistrative 
Management (PA224) is highly recom- 


mended for anyone enrolling im PA231 
Schedule: 

900 am. to 4:00pm. Room F4145 
Dates: 

Begin End Length Section 
FY03 

14er2 «612202 Peeks «6D 
i3 OMG Tweeks OM 
02103 OF0603 Jweeks G5 
02¥03 OR0R0S) Jweeks OM 
FYO4 

Wi403) «61128030 = weeks «=O 





Addional courses desugned to develop core 
competencies mm the field of human resource 
management may be available through the 
External Training Program. These oppor- 
tunities are announced in Department 
Notices and on the FS! Intranct web page 
The courses selected wary, based on funds 
availability and need. Receat offerings 
provided under contract with the U.S 

of Agnculture (USDA) National 
Capital Training Center include: Processing 
Personnel Actions, Basic Benefits for 
Personnelists, Basic Staffing and Placement. 
Basic/Advanced Position Classification, 
Pay Setting. Qualifications Analysis, and 
Merit System Principles. Sce your Bureau 
Traiming Officer of contact the PSI External 
Trasmung Program for course availability and 
application procedures 


Audience: 
Human Resource professionals who are 


direct hire employees of the Department of 
State 


Prerequisites: 
Participants must be HR professionals See 
the course announcement for any other 


prerequisites 


No charge to Department of State 
employees. The FSI External Traiming 


Program funds this trasming 
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GENERAL 
INFORMATION 


Courses of instruction 

Two regular programs are offered 
a) Intensive Regional Area Studies Semunars 
and Modules, and b) Advanced Areca 
Studies courses. 


In addition to its regular programs listed 
in the following section, Area Studies is 
willing to arrange Customized training to 
meet a variety of needs. Contact the Director 
of Area Studies (703) 302-6875 regarding 
all special needs. 


OPM Competencies Addressed: 
/ Cultural Awareness 


/ External Thinking 


FS Precepts Addressed: 
/ Job information 








/ Knowledge of Foreign’ es 


Self-Study 
Area Studies Web Pages. Area Studies web 
pages provide regional and country -specific 
information for self-study. The web pages 
may be accessed through the FSI/SPAS 
Intranet page 











(a) Intensive Regional Area 
Studies Seminars and Modules: 
These seminars are organized and led by 
FSI area specialists, who also bring in 
outstanding lecturers from universities. 
government, and private orgamzations. The 
courses combine lectures, discussions 
gaming and other participatory activities, 





field trips, and written and audio-visual 
materials in order to highlight the key 
cultural themes of cach region. Amencan 
policy interests, such as economic 
competitiveness, security imssucs., 
democratization, environmental concerns. 
and other major mutiatives, are analyzed 
within cach regional comext. In addition, 
the courses are responsive to the individual 
a eS 
directly for overseas posts. 

ioe aan deine eae 
country of interest. It is also advisable to 
confirm course content because changes 
which occur im the real world are quickly 
reflected in course organization and 
teaching at the Foreign Service Institute 
Some of these courses also include modules 
which are shorter in duration and focus on a 
specific country or sub-regional issue(s) 
These modules are, in general, one of two 
days whach are set aside to address a specific 
region or organization. Please see schedule 
for more information 


(b) Advanced Area Studies 
Courses: 

These courses are similar to the regional 
courses in thew utihzation of outstanding 
guest lecturers, gaming and other 


in their greater country specificity, more 
advanced analysis (when applicable), and 
their close relationship with concurrent 
language training Interested persons may, 
however, register separately for these area 
studies courses without the PSI language 
component. If this 1s the case, arrange trang 
dates by calling the Foreign Service Institute 


registrar. 


Schedule: 

The Regional Intensive Area Stuches Sermunars 
may meet between the hours of 8:50 am 
and 4:30 p.m., Monday through Friday 
The exact hours of individual courses vary 
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The Advanced Arca courses generally meet 
one half-day per week and thew duration, mm 
most Cases. 0 the same as the corresponding 


lameruage Course 


Dates. 

The Advanced Area Studies course startung 
and ending dates may be obtained by 
checking the corresponding language 
course starung and ending dates listed on 
the pages noted with cach course 
Apphcants registering solely for the areca 
studees component may choose the own 
Marting and ending dates = — 
with the course 

what would best fn thew individual anode needs 


Mirgmumtaumum 

Regional Imensive Area Studies: 10/35 
Advanced Area Studies: 5/25 

Note Some courses are offered only on an 
“as needed” basis so applicants should 
always call to confirm their enrollment In 
some cases. if enrollment minimums are not 
met. tutonals may be offered 


Tustion 

Advanced Area Studies 

$60 per half-day session 

Imensive Regional Area Ste es 

Ten-day seminar: $1,160 

Two-day module: $235 

One-day module $116 

Note Persons registered for the Regional 
Seminars will not be charged extra for the 
modulets) 


For further information call: 
(703) 302-6863 of (703) 30D -GR75 


INTENSIVE REGIONAL 
AREA STUDIES 


SUB-SAHARAN AFRICA 
Course Cade AR210 


Scope: 
Angola, Benm, Botswana, Burkina Faso: 
itovamds, Cameroon, Cape Verde, Central 


Dates: 

Begin End Length Section 
FYB 

1028 SC IARAR So] weeks «6D 
owMS OVI403)0 62 weeks OD 
4285 COMPAS lweeks OFF 
6248 OMG weeks OM 
mises (7903 weeks O15 
FYO4 

17703 861A 2weeks (OD) 
EAST ASIA 

Course Code AR220 


Scope: 

China, People's Repu’ lic of, Japan, Korea: 
Mongolia, and Taiwan 

Dates: 


Begin End Lentth Secon 
FY 

OwMGS UVI403) 2 weeks OO) 
O2M3 U/AMG weeks OM 
IOS (82903 Jweeks OO 
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FY 
1077403 


1 L703 


2weeks O50! 


CHINA 

Course Cade AR 250 

Scape: 

China, People's Republic of, and Taiwan 
Daten 

Begin End Length Section 
FY 

17 CIARA Oolwecks «=O 
Om CORA leccks OF 
FYOs 

107703 100K 3 lwecks OD 
SOUTH ASIA 
Course Cade AR D6) 

Scope: 


WESTERN HEMISPHERE 

Course Cade AR2 99 

Scope: 

Antigua, Argentina, Bahamas, Barbados: 
Belize, Bolivia, Brazil, Canada, Chile: 
Coloma, Costa Rica, Cuba; Dominica, 
Domumecan Republic. Ecuador. El Salwador. 
Grenada, Guatemala, Guyana. Haiti; 
Honduras, Jamaica. Mexico, Nicaragua, 
Panama, Paraguay. Peru: Si. Kitts: St. Lacia, 
St. Vincent. Sermame, Tomdad & Tobago. 
Uruguay. and Venezucia 


Afghanistan, Bangladesh, India: Nepal. 
Pakistan. and Sn Lanka 


Dates: 

Begin End Length Section 
FY 

1202 CIARA ol weeks «=O 
OwMS OVI4A03) weeks OD 
O25 OARS) lwecks OO 
6245 OMS lweks OM 
Wits G95 weeks G5 
FYOs 

12703 «6A =o 2 weeks «6D 


SOUTHEAST ASIA 
Course Cade AR270 


Austraha, Burma (Myanmar), Cambodia 
(Kampuchea), Fiji; Indonesia; Laos; 
Philippines; Singapore, Thailand, and 


Dates 

Regin Ed Length Section 
FYB 

W202 (CIIARALD Oo] weeks «6D 
oMMGE OVI405) = 0lwecks GD 
OW2R0i §86«OSARAS lwecks GFF 
W2V8 OVS weeks Gs 
mins (2905 lweeks O05 
Fy 

17703 = LATA 2weeks OD 
NEAR EAST & 

NORTH AFRICA 
Course Cade AR2 40 

Scope: 


Algeria, Bahrain. Egypt. Iran: iraq, Israel, 
Jordan. Kuwait, Lebanon; Libya. Morocco, 
Oman. Qatar, Saud: Arata, Sudan, Syria; 
Tunissa, Turkey. United Arab Ermurates, and 
Yemen 





Vietnam 

Dates: 

Begin End Length Section 
FY 

W282 «61 IABAD Oo] weeks «=O 
OWNS OVI403) = 6] weeks GD 
W203 OARS lweck G0 
6245 OMS weeks OM 
Wiss C2903 weeks G5 


Dates: 

Begin End Length Section 
FY 

12802 «6A ol weeks «6D 
O“MGS OVI403) = lweeks OM 
O23 OARS lweeks OO 
625 CAMS weeks (Oe 
Wiss (82903 weeks (05 
FYOs 

10777403 1107005 2weeks OD! 
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RUSSIA EURASIA 


Course Cade AR28! 


Scope: 


Armema. Arcrbayan. Belarus. Georgia. 
Kazakhstan. Kyrgyzstan. Russa. Tagikostan. 


Turkmenmtar, Ukraine. and U shbekrstan 


Dates: 
Begin 
FYB 


MVI7ANS 


End 


| LABAI2 
Ovia03 
CSAWBADS 
O70 MOS 
On2903 


1 LAAN 


Length 


2 weeks 
2 weeks 
2 weeks 
2 weeks 
? weeks 


2 weeks 


Section 


OOD) 


CAUCASUS AND CENTRAL ASIA 


MODULE 
Course Cade AR2&) 
Date 

Begin End 
FYB 

131A 1LOLAR 
own OMA 
(iA ~oOsADAN 
monn wm 
moun m2 
ry 

rw PAE EL 


Length 


2 days 
2 days 
2? days 
2 davs 
2 days 


2 days 


Section 


op) 
iin 
om 
me 
ons 


(em) 


CASPIAN SEA ENERGY MODULE 
Course Cade AR28} 


Date. 
Begin 
FYB 
OAR 
OMITAN3 
OSA} 
OWTTAN 
mv/2203 
Fy 
131A 


End 


1 1ADLAN2 
OMITANS 
OSA 
O27 
OR/22AN5 


131403 


Length 


1 day 
| day 
| day 
| day 
| day 


| day 
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Section 


on! 
(vm 
ns 
(ie 
Ons 


it) 





EUROPE 

Course Cade AR29! 

Scope: 

Albania, Austria, Beigium. Bo: sia/ 
Herzegovina, Bulgana, Croats, Cyprus, 
Crech Repubhc. Denmark. Estoma. Finland. 
France, Germany. Greece. Hungary. locland. 
Ireland. aly, Kosovo. Latvia; Lithuania: 
Montenegro. Netherlands. Norway. Poland. 
Portugal. Romama. Sertia-Montenegro. 
Slovakia: Slovenia, Spain, Sweden: 
Switzerland, United Kingdom, and The 


Vatican 

Dates: 

Begin End Length Seton 
FYB 

1V2RAND 1 LAMAR lweeks ODI 
OwME OVI40S) = lweeks «6D 
o26NR CORA lweeks OFF 
WIM OAM weeks (0M 
Wis OR093 weeks (OF6 
Fy 

177A LLANAN weeks OD 


EUROPEAN UNION MODULE 
Courwe Cade AR29) 


Dates. 

Begin End Length Section 
FYB 

11AMAD «6OCTIAGSAR 60] days )«=— 
ovine OVIIAS) = 2days O&M 
Mss ONS ldays Op 
mvs OMIA days GM 
203 (GO Jldavs G5 
FY 

100M0S «IAMS 6] days )§=6 





& Sees s 


ADVANCED 
AREA STUDIES 


SUB-SAHARAN AFRICA 
Course Cade ARS13 


Scope: 
Angola, Botswana, Benin, Burkina Faso. 


Burundi; Cameroon, Cape Verde; Central 
African Republic, Chad: Comoros; Congo. 
Democratic Republic of, Congo, Republic 
of, Cote d Iwowe, Equatonal Guinea, Entrea. 
Ethiopia, Gabon. Gama, Ghana, Guinea. 
Guinea-Bissau, Kenya: Lesotho, Liberia. 
Madagascar; Malawi; Mali, Mauritania: 
Mauritius, Mozambique. Namita. Niger. 
Nigeria, Rwanda, Sao Tome & Principe: 
, Seychelles, Srerra Leone, Somalia. 
South Africa, Sudan, Swaziland, Tanzama 
Togo. Uganda. Zarntma. and Zimbabwe 


Dates: 

See corresponding language dates on page 
213 for all languages taught m conjunction 
with assignment to African posts (Afrikaans 
Amharic, French. Portuguese, Swahili. and 
Xhosa). This course will focus on regional 
issues of importance to all as well as on 


specific issues germane to participants 
countnes of assignment 


ASIA 


CHINA 
Course Cade ARS2! 


Scope: 
China. People's Republic of. and Tarw an 
Dates: 


See corresponding language (Camtonese and 
Mandarin Chinese) dates on page 213 


KOREA 
Course Cade ARS23 
Date. 


See corresponding lar cuage ( Korean) dates 
on page 213 


JAPAN 
Course Cade ARS22 


Dates: 
See corresponding language (Japanese) 
dates on page 213 


SOUTH ASIA 

Course Cade ARS@D 

Scope: 

Afghanistan, Bangladesh. India; Nepal: 
Pakistan, and Sn Lanka 

Dates: 

See corresponding language ( Bengali. Dan. 
Hindi. Sinhala/Singhalese. and Urdu) dates 
on page 213 


MONGOLIA 

Course Cade ARS24 

Dates: 

See corresponding language (Mongolian) 
dates on page 213. This course is generally 
offered in conjunction with the China 
Advanced Area Studies course 
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| AREA STUDIES | 


INSULAR SOUTHEAST ASIA 
Course Code ARS7! 

Scope: 

Indonesia: Malaysia: and Philippines. 
Dates: 

See corresponding language (Indonesian, 
Malay, and Pilipino ( Jagalog) dates on page 
213. 


MAINLAND SOUTHEAST ASIA 
Course Code ARS72 

Scope: 

Burma: Cambodia; Laos: Thailand; and 
Vietnam. 

Dates: 

See corresponding language (Burmese, 
Khmer, Lao, Thai, and Vietnamese) dates on 
page 213. This course is frequently broken 
down into more country-specific sessions, 
depending on enrollment. Applicants may 
call ahead to confirm. 


WESTERN HEMISPHERE 


MEXICO 

Course Code AR531 

Dates: 

See corresponding language (Spanish) 
dates on page 213. 


ANDEAN REPUBLICS 
Course Code ARS33 


Bolivia; Colombia, Ecuador, Peru; and 
Venezuela. 

Dates: 

See corresponding language (Spanish) 
dates on page 213. 


BRAZIL AND SOUTHERN CONE 
Course Code AR 530 


Argentina; Brazil; Chile; Paraguay: and 
Uruguay. 

Dates: 

See corresponding language ( Portuguese or 
Spanish) dates on page 2) 3. 


CANADA 

Course Code AR528 

Dates: 

This course ts offered on an “as needed” 
basis. Applicants should call the WHA 
Course Chair in Area Studies. 


HAITI 

Course Code ARS?6 

Dates: 

See corresponding language (French or 
Haitian Creole) dates on page 213. This 
course is offered on an “as needed” basis. 
Applicants should call the WHA Course 
Chair in Area Studies. 


CENTRAL AMERICA and 
CARIBBEAN 
Course Code AR529 


Belize; Costa Rica; Cuba; Curacao; 
Dominican Republic; El Salvador; 
Guatemala; Honduras; Nicaragua; Panama; 
and Suriname. 

Dates: 

See corresponding language (Spanish or 
Dutch) dates on page 213. This course is 
offered on an “as needed” basis or may be 
offered in conjunction with the Central 
America Advanced Area Studies course. 
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AREA STUDIES 





NEAR EAST & 
NORTH AFRICA 


NORTHERN AFRICA 
Course Code ARSI5 


Algeria: Libya; Mauritania: Morocco: and 
Tunisia. 

Dates: 

See corresponding language (Arabic and 
French) dates on page 213. This course ts 
generally offered in conjunction with the 
Arabian Peninsula Advanced Area Studies 
eourse. 


ARABIAN PENINSULA GULF 
SUDAN 
Course Code AR5S4] 


Bahrain: Iran; Kuwait: Oman; Qatar: Saudi 
Arabia: Sudan: United Arab Emirates: and 
Yemen. 

Dates: 

See corresponding language (Arabic and 
Farsi) dates on page 213 


FERTILE CRESCENT 
Course Code AR5S42 


Scope: 

Egypt: Iraq: Israel; Jordan, Lebanon; and 
Syna. 

Dates: 

See corresponding language (Arabic and 
Hebrew ) dates on page 213. 


TURKEY 

Course Code AR543 

Dates: 

See corresponding language (Turkish) dates 
on page 213. 


RUSSIA/EURASIA 


UKRAINE 

Course Code AR565 

Dates: 

See corresponding language (Russian and 
Ukrainian) dates on page 213. 


RUSSIA/BELARUS 

Course Code AR566 

Dates: 

See corresponding language (Russian) 
dates on page 213. 


CAUCASUS 
Course Code ARS&85 


Scope: 
Armenia: Azerbaijan; and Georgia. 
Dates: 

See corresponding language ( Armenian, 
Azerbaijani, Georgian, and Russian) dates 
on page 213. 


CENTRAL ASIA 
Course Code ARS86 


Kazakhstan: Kyrgyzstan: Tajikistan; 
Turkmenistan; and Uzbekistan. 

Dates: 

See corresponding language (Kazakh, 
Kyrgyz, Kussian, Tajik, Turkmen, and 
Uzbek) dates on page 213. 
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AREA STUDIES 


EUROPE 


SOUTH CENTRAL EUROPE 
Course Code ARS61 


Albania; Bosnia/Hercegovina; Bulgaria: 
Croatia; Kosovo; Macedonia: Montenc gro; 
Serbia-Montenegro: and Slovenia. 

Dates: 

See corresponding language (Albaiaan, 
Bulganan, Croatian. Romanian, and Serbian) 
dates on page 213 


ROMANIA and MOLDOVA 
Courser CodeAR 569 


Scope: 

Romania and Moldova. 

Dates: 

See corresponding language (Romanian) 
dates on page 213. Depending on enrollment 
this course may be offered in conjunction 
with the South Central Europe course. 


BENELUX/EU/NATO 
Course Code ARS68 


Scope: 

Belgium: Netherlands; Luxembourg, NATO/ 
BU. 

Dates: 

See corresponding language (Dutch) dates 
on page 213. 


EAST CENTRAL EUROPE 
Course Code ARS&2 


Scope: 
Czech Republic, Hungary; and Slovakia. 
Dates: 

See corresponding language (Czech, 
Hungarian, and Slovak) dates on page 213. 


FRANCE (including Switzerland) 
Course Code ARS67 

Dates: 

See corresponding language (French) 
dates on page 213. 


POLAND 

Course Code AR587 

Dates: 

See corresponding language (Polish) dates 
on page 213. 


BALTICS 
Course Code AR 588 


Scope: 
Estonia; Latvia; and Lithuania. 
Dates: 

See corresponding language (Estonian, 
Latvian, Lithuanian, and Russian) dates on 
page 213. Depending on enrollment, this 
course may be offered in conjunction with 
the Nordic Countnes course. Applicants may 
call to confirm. 


NORDIC COUNTRIES 

Course Code AR596 

Scope: 

Denmark; Finland; Iceland; Norway; and 
Sweden. 

Dates: 

See corresponding language (Danish, 
Finnish, Icelandic, Norwegian, and Swedish) 
dates on page 213. Depending on enrollment, 
this course may be offered in conjunction 
with the Baltics course. Applicants may call 
to confirm. 
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GREECE/CYPRUS 
Course Code AR589 
Dates: 


See corresponding language (Greek) dates 
on page 213. 


ITALY, SPAIN and PORTUGAL 
Course Code ARS90 


Scope: 
Italy; Spain; and Portugal. 
Dates: 


See corresponding language (Italian, 


Spanish, and Portuguese) dates on page 21 3. 


GERMAN-SPEAKING EUROPE 
Course Code ARS93 

Scope: 

Austna,; Germany; and Switzerland. 

Dates: 

See corresponding language (German) dates 
on page 213. 


OTHER 


COUNTRY DATA ANALYSIS 
Course Code PESO4 
See Economic and Commercial Affairs. 
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COMMLUNICAT 


BETTER OFFICE ENGLISH: ORAL 
Course Code PK226 


This course helps employees build self- 
confidence and enhance their careers 
Juwugh better oral communication. 


Participants learn to 

* Be proficient in using standard English, 
enunciate clearly, and speak correctly 

* Use oral English that ts appropriate and 
effective for the office. 





OPM Competencies Addressed: 
~ Oral Communication 


FS Precepts Addressed: 
¥ ral Communication 








Audience: 
tmployees who need remedia! help with thew 
oral communication skills 


Schedule: 
900 a.m. to 12:00pm 


Dates: 
Begin End 
FY 03 

01/2703 
0609-03 


Length Section 


0207/03 
06/20/03 


2weeks O00! 
2weeks OO” 


Minemum Maximum: 8 | § 


Tuition: $! 040 


WRITTEN 
Course Code PK225 


This course helps employees improve their 
written communication skills through an 
intensive review of basic English grammar 


Participants learn to: 

* Use basic English sentence structure, 
parts of speech, phrases and clauses. and 
punctuation correctly 

* Assess their progress and identify areas 
for improvement. 

* Use resources such as the course 
textbook, dictionaries, and the US 
Government Printing Office Style Manual. 





OPM Competencies Addressed: 
~ Written Communication 


FS Precepts Addressed: 
~ Written Communication 








Audience: 


Employees who need help with written 
communication skills 


Schedule: 
8:30am. to 12:30pm 


Dates: 
Begin End 


FY 03 

010603 3801/1793 

032403 040403 
07/18/03 


07/07/03 


Length 
2 weeks 
2 weeks 
2 weeks 
Minimum Maximum: 8 | ‘ 


Tuition: $!.040 
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DRAFTING CORRESPONDENCE 
Course Code PK 1 59 


This course helps employees draft office 
correspondence for their own or their 


supervisor s signature 


Participants learn to 

* Begin the communication, organize ideas 
into effective letters and memos, and 
structure sentences and paragraphs. 

* Improve writing and editing skills. 

* Write clearly, compactly. and im the active 
mode 





OPM Competencies Addressed: 
¥ Written Communication 


FS Precepts Addressed: 
¥ Written Communication 





Audience: 
An emplovee who has had little or no 
previous experience in drafting 


correspondence 


Schedule: 
1:00p.m. to4.00 p.m 


Dates: 
Begin 
FY 03 
11/1802 
02 10/03 
0407 03 
06 1603 


End 


Length 


11/2202 
02/1403 
041103 
06/20/03 


5 days 
5 days 
5 days 
5 days 


Minimum/Maximum: & |S 


Tuition: $520 


EFFECTIVE PUBLIC SPEAKING 
EXECUTIVE MEDIA 
Course Code PT 113 


This is a course for Deputy Chiefs of 
Mission, Principal Officers. and other senior 
level managers on how to communicate 
effectively, improve speaking skills for any 
occasion, reduce nervousness and fear of 
public speaking. and project a poised, 
polished, persuasive, and professional 
image before a live audience and on 
television and radio 


Participants learn to 

* Deliver effective oral presentations before 
large and small groups 
Speak dynamically without reading from 
a prepared text 
Interact effectively with representatives 
of both print and electronic media 
Formulate quotable statements and 
effective sound bits for TV and radio 
interviews and news conferences 





OPM Competencies Addressed: | 
¢ Oral Communication | 
FS Precepts Addressed: | 
¢ Oral Communication | 


Audience: 
Limited to DAS DCM Office Director 
Deputy Office Director or equivalent 


Prerequisite: 


None 





Schedule: 
Offered twice a year 


Dates: 

This course will be scheduled during the 
2003 DCM course 

Minimum Maximum: |() | $ 


Tuition: $280 
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FFFECTIVE SPEAKING 
AND LUSTENING SKILLS 
Course Code PK240 


lias COUrSe CONtaims an overview of the 
cummunication formats used im the 
workplace assertive Communication. 
imerviewing skills, meeting participation, 
active listening, and oral presentations 
Students will give a short videotaped 
presentation and receive individual feedback 
trom the mstructor 


Particupants learn to 
* Speak well 
* Listen effectively 





OPM Competencies Addressed: 
¥ Oral Communication 


FS Precepts Addressed 
¥ Active Listening 
¥ Oral Communication 


Audience: 
tmplovees who are interested in improving 
thei speaking and I:stening abilities 


Prerequisite: 


None 





Schedule: 

1: 00p.m w4:00p.m.. Monday, Tuesday, and 
Wednesday for two weeks Individual 
leedback sessions will be scheduled 


Dates: 
Begin End 
FY 03 

120902 
032403 
070703 


Length 


12/1802 
04.0203 
07/1603 


2 weeks 
2? weeks 
2 weeks 
Minemum Maximum: 8 | 6 


Tuition: $620 


CAREER BUILDERS: 
COMMUNICATION SKILLS 
Course Code PK209 


Partcupants umprove thew mnterpersuonal shulls 
by applying the principles of assertive 
communication and conflict management 


Participants learn to 

* Drstinguish among passive. assertive. and 
aggressive behaviors 
Use “Tl MESSALC » 
Demonstrate assertive non-verbal 
behaviors 
Identify preferred conflict resolution style 
Use the DESC mode! for conflict 
management 





OPM Competencies Addressed 
¥ Orai Communication 

¥ Interpersonal Skills 

“ Conflict Management 


FS Precepts Addressed 

¥ Active Listening 
Oral Communication 
Social Perceptiveness 
Openness to Dissent 


$$$ ed 





Audience: 
Civil Service Office Support Professionals 
and Foreign Service Office Management 
Specialists 


Prerequisite: 
None 


Schedule: 
9:00 am. t04.00pm 


Dates: 

Begin End 
FYO3 
120502 
06 19°03 
VMinsmum Maximum: & 20 


Tuition: $420 


Length 


120602 
06 20/03 


2 days 
2 days 
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PROOFREADING 
Course Code PK 143 


Participants learn to proofread more 


effecuvely by completing practical exercises 


and dnils to mcrease thew use of correct 
English and punctuation. 


Participants learn to 
* Recognize and locate errors quickly and 


Audience: 
All employees who aeed to produce error- 


BASIC FACILITATION AND 


DELIVERY SKILLS WORKSHOP 
Course Code PDS 13 
See Training Skills 


VISUAL AID BASICS 
Course Code PDS20 


This one-day course provides the basics for 
effectively creating and using visual aids in 
presentahons and traning. 


Participants learn to: 

* Create and use flipcharts, transparencies, 
slides, and computer-generated aids. 

¢ Use graphics and layout effectively in 
self-produced written matenals. 














Schedule: 


9:00 a.m. to 4:00 p.m. 


Dates: 

Begin End 

FY 03 

~wO4S 8660S 
(iSOS O15 
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This course emphasizes organizing and 
writing letters and memos so that the 
message ts strong and clear. and the tone 1s 


appropriate 


Participants learn to 

* identify thei audience 

* Organize thew writing, 

* Edit writing fer clarity, including: voice, 














The expenenced writer who needs a refresher 
course in writing principles 


Prerequisite: 
Drafting Correspondence (PK159) is 
recommended for those with lumited writing 


expenence 


Schedule 
90am. to 12 00pm 


Dates 

Begin End Length Section 
FY 03 

IvieO2 «=6122002 ~=—s Shalf-days 000! 
071003 OY1403 = Shalf-days 0002 
040703 081103 = Shalf-days 0003 


Minsmum Maximum: § | 6 
Tuition: $520 
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BASIC COMMUNICATIONS 
OPERATIONS 
Course Cade YW119 


introduces ocw hire Intormation 
vianagememt Specialists to the range of 
loreign operabons and job responmubiliies 
that make up the 2880 skull code. Includes 
Embassy and Consulate organizational 
Mtructure. Emphasis ts placed on procedures 
cuthned on the relevant Foresgs Affairs 
Handbooks. ACP-127 telegram format. 
D»plomate: Pouch. and Communications 
Secunty Common collateral duties found m 
overseas Information Programs Centers are 
discussed. The course ts a prerequisite for 
other specific telecommunication/intor 
mation systems trammg. eg. TERP V 
(YWIS4)andC-LAN(YWI77) 


Audience: 

This course 1s for newly hired IRM personne! 
Non-IRM personne! should attend Fast 
Backup ( YW231) and if necessary Fat TERP 
(YW232). To successfully complete the 
course, the student must pass a standard 
Warrenton Trammg Center exam 


( learance: 
TOP SECRET 


Prerequisite: 


None 

The Warrenton Traming Center 
sam to+00pm 
MirumunyViaumum: +s 


Tuition: $2.94) 


TERP V - TERMINAL EQUIPMENT 
REPLACEMENT PROGRAM V 
Course Cade YW 184 


Enables the student to operate a PC based 
fully automat telecommuncaboms sy iem 
The imstruction includes software 
configuration. addressee tables. omgimator 
tables. dissemination tables. message 
processing. document sorage. document 
retnes al. and hard are configuration 


Audience: 

Thes course rs for newly hired IRM personnel 
Non-IRM Personne! should attend Fast 
Backup ( YW231) and Fas TERP« YW232) 
To successfully complete the course. the 
Mudent must pass a Mandard Warrenton 
Tramung Center exam 


(Clearance: 
TOP SECRETICRYPTO 


Prerequisite: 


Base Commun ation Operaboms (YW 119) 
The Warrenton Traming Center 

Siam w+ (pm 
Virumumaumum: + 


Tuition: S24) 
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FAST BACKUP-COMMUNICATIONS 
FOR NON-IRM PERSONNcL 
Course Cade YW231 


Introduces son-IRM personne! to 
telecommunications. The emphasis ts on the 
ACP-127 telegram format and a general 
exposure to other duties, such as pouch and 
COMSEC_ This course ts a prerequisite for 
Fast TERP( YW232) 


Audiencr: 

This course 1s for non-IRM personnel who 
act as the backup communicator at a TERP 
V post or pnmary communicator at ACT 
posts. To successfully complete the course, 
the student must pass a standard Warrenton 
Trasmung Center exam 


(Clearance: 
TOP SECRET 


Prerequisite: 
None 


Schedule: 
The Warrenton Traming Center 
00am. to 4:00pm. 


Dates. 

Begin End Length Section 
FY 

worn.) SIAR SS days )«=— 
Wma IIA OS days «= 
iwizm2 =iViS2 Sdays (Gs 
wai days =O 
ones «O'S 6S days) 6=6OS 
O278 OIA = (Says) =6(O 
wis 22103 Sdays Gy 
OvMs OMS Sdays GOR 
OVI703 §«OV2I03 Sdays co 
OAS OV1108 Sdays G0 
M2108 OF2505 Sdays Wil 
OS0S03 OSA Sdays GI? 
On0203 «ONONS =Sdays §6=6( ONS 
M2v3 GIN Sdays Wi 
72103 WNS03 Sdays Ms 
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Begin End Length Section 
FY 

Winns GR203 Sdays 6 
Oss + OWIWNS Sdays WI7 


Additonal dates to be announced 
VMirumum‘taumum = + 


Tuition: $/.)90) 


FAST TERP — TERP V FOR 
NON-IRM PERSONNEL 
Course Code YW232 


Enables the student to operate a PC based 
fully automatic telecommumications sysiem. 
The instruction includes a review of 
addressee tables. originator tables, 


Designed as a one-week course for non-IRM 
Personne! who act as the backup 
communicator at a TERP V post. To 
successfully complete the course, the 
student must pass a standard Warrenton 
Traming Center exam 


Clearance: 
SECRETACRYPTO 


Prerequisi‘e: 
Fast Backup( YW231). 
Schedule 


The Warrenton Training Center 
00am. two 4 00pm. 








(Mater 


Regan 

FY: 

ivi San 
\ wan 
i Vigan 
| RA 
Mave 
24a 
ovians 
(V24A3 
(a1 48 
4/2 
wil 
inna 
wwe 
(O7/2MAN 
mals 
(2A 


End 


ISA 


(TAMAS 
CAAA 
(AOA) 
(Ww 


Additional dates to be announced 


VMirumum“iaamum + 


Tuition: §).)%) 


SEP SCP OPS -OPS 

SPECIAL EMBASSY POST 

AND SPECIAL CONSULATE POST 
OPERATIONS 

Course Cade YW 202 


Qualifies the student to operate the SCP 
communications package that comsists of a 
STU 10 unt, and a (TEMPEST) personal 
computer Students are taught basic 
imstailation procedures, how to create a 
telegram, marntarn an MCN log, and the 
correct procedures required for processing 
and logging both incoming and outgoing 
telegrams COMSEC procedures are also 
im buded 


Audience: 
This course 1s designed for all personne! 
who will be serving at posts designated as a 


Special Embassy Progress ( ScP) or Specsal 
Consulate Program ( SCP } post 


(learance: 
TOP SECRETCRYPTO 


Prerequisite: 
Bassc Commumcation Operanom (YW 119) 
or Fast Backup: YW231) 


The Warrenton Trameng Ccnter 
Mam wisp m 


Dates: 
Ths es 4 call-up course 
Plea.«< call 703) 302-9007 for course dates 


Mirumum\Maumum + 
Tuition: $7) 


COMSEC CUSTODIAN 
Course Code YW760 


COMSEC Custodians of Alternate 
Custodians are entrusted to protect 
information pertaming to our nation + 
security This role os vetally umportant to the 
defense and security to our country. It ms 
not a role to be taken lightly or without the 


proper know ledge and shaills 


Audience: 

This ts course 1s grven within the Basic 
Commumcations Operations (YW119) oF 
Fast Backup( YW231) 
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IMS - INFORMATION 
MANAGEMENT SPECIALIST 
Course Code: YW 187 


Introduces new-hure employees to Department 
of State telecommunications methodologies 
and systems. The training is conducted at the 
National Foreign Affairs Training Center and 


the Warrenton Training Center. 
At the Shultz Center: 
Desktop Systems (YW642) 2 weeks 
Network Plus (YW239) 2 weeks 
At the WTC: 
Windows 2000 (YW245) 3 weeks 
Microsoft Exchange (YW749) 1 week 
Limited Communications 
Operations (YW 119) 2 weeks 
TERP V (YW184) 2 weeks 
CableXpress (YW285) | week 
Basic Telephone (YW 142) ! week 
Radio (YW244) 1 week 
SIMOPS (Y W286) | week 


The goal is to produce an Information 
Management Specialist who understands all 
aspects of the IM overseas environment. 
Upon completion of the course, the student 
will receive additional post specific training. 


Audience: 

This course is required for all new 
Information Management Specialists and 
Information Management Technical 
Specialists. Only newly hired IMSs/IMTSs 
will be enrolled in the YW187 course. To 
successfully complete the course, the 
Student must pass all exams given in the 
courses that are included in IMS Information 
Management Specialist (YW 187). 


Clearance: 
TOP SECRET. 


Prerequisite: 

None. 

Schedule: 

The Shultz Center. 
9:00 a.m. to 4:00 p.m. 


The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 
This course schedule is based on New Hire 
intake. 


Minimum/Maximum: |/10 
Tuition: $20,290 


NOTE: Training at the Warrenton 
Training Center is preceded by four weeks 
of orientation at the Foreign Service 
Institute/Shultz Center. 


BASIC TELEPHONE 
Course Code YW 142 


This course begins with the basic principles 
of telephony and covers telephone circuits 
and sets, trunks, wire color codes, building 
wiring, and record keeping. It concludes 
with programming and administration, 
wiring, maintenance, expansion and 
troubleshooting of the Norstar Plus MICS 
electronic key systems. This course is a 
prerequisite for all other telephone courses 
taught at the Warrenton Training Center. 


Audience: 

The course is specially designed as an 
introduction to overseas telephone and key 
systems for operational and non-telephone 
technical personnel who are expected to 
perform minor maintenance, installation, 
configuration management, and trouble- 
shooting procedures. To successfully 
complete the course, the student must pass 
a standard Warrenton Training Center exam. 


Clearance: 
SECRET. 


Prerequisite: 
None. 
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Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


07/1 1/03 

08/15/03 

09/12/03 

09/19/03 
Additional dates to be announced. 


Minimum/Maxivnum: | /6 
Tuition: $1,190 


INTRODUCTION TO 


TELEPHONE SECURITY 
Course Code YW141 


This one-day course covers Telephone 
Security concepts based on Department of 
State Telephone Security policies and 
procedures as well as the Telephone Security 
Group (TSG) Standards. The emphasis is on 
the technical aspects of telephone security, 
but also addresses the philosophy of 


security at Overseas posts as it pertains to 
Information Management personnel. 
Telephone System Access, TSG-approved 
equipment and system design/layout are 
also covered in this course. This course is 
taught within the Basic Telephone Course 
(YW142) and is also offered as a separate 
one-day course. 


Audience: 
This course is designed for all IRM 


personnel. 

Clearance: 

SECRET. 

Prerequisite: 

Basic Telephone (YW 142). 
Schedule: 


The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Additional dates to be announced. 
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C OONIP | 


TERA COMME NIC ATIONS SYSTEMS 


TECHNOLOGY SAILLS 





Minimum/Maximum: | /6 
Tuition: $240 


SX-50 - MITEL PBX SX-50 
Course Code YW219 


Designed for Information Management 
Specialists assigned to posts with a MITEL 
SX-50 Private Automatic Branch Exchange. 
The course will enable personnel to program 
the system, install and move single line and 
Superset telephones, and connect and 
program trunk circuits. Instruction and 
practice is given in performing maintenance 
to the level of field replaceable units. 


Audience: 

This ts a “post specific” course designed 
for operational and non-telephone technical 
personnel who are required to maintain the 
operational and technical readiness of the 
MITEL PBX SX-50 equipment and are 
expected to perform minor maintenance, 
installation, configuration management, and 
trouble shooting procedures. To 
successfully complete the course, the 
Student must pass a standard Warrenton 
Training Center exam. 


Basic Telephone (YW 142). 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 

Begin End Length Section 
FY 03 

1W2102. 1072502) Sdays)~=s OD 
120202 120602 Sdays OM 
OVIN03) =6(ON/I703)—=—Sdays )~=s: O00 
020¥03 4020703 Sdays 0004 
03/0303 O¥0703 Sdays 0005 
O¥3103 O44/03 Sdays 0006 
042103 04/7253 Sdays 0007 
06/09/03 06/103 Sdays O08 
07/1403 «(07/1803 SS days) =: OO 
OW1803 8 O8/2203 Sdays O10 
O9/1503 O8/1903 Sdays Ol 
Additional dates to be announced. 
Minimum/Maximum: |/6 

Tuition: $1,190 


SX-200D - MITEL PBX SX-200 
Digital 
Course Code YW220 


Designed for Information Management 
Specialists assigned to posts with a MITEL 
$X-200 Digital Private Automatic Branch 
Exchange. The course will enable personne! 
to program the system, install and move 
single line and Superset telephones; and 
connect and program trunk circuits. 
Instruction and practice is given in 
performing maintenance to the level of field 
replaceable units. 


Audience: 

This is a “post specific” course designed 
for operational and non-telephone technical 
personnel who are required to maintain the 
operational and technical readiness of the 
MITEL PBX SX-200 Digital equipment and 
are expected to perform minor maintenance, 
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installation, configuration management, and 
trouble shooting procedures. To 
successfully complete the course, the 
Student must pass a standard Warrenton 
Training Center exam. 


Clearance: 


Prerequisite: 
Basic Telephone (YW 142). 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 


Begin 
FY 03 
128/02 
1 2AWA)2 
02/10/03 
OV10QV03 


End 


1101/02 
12/1 MO2 
02/14/03 
03/14/03 


Length 


5 days 
5 days 
5 days 
5 days 


O4/07/03 
04/28/03 
06/203 
07721403 
08/25/03 5 days 

(9/22A03 5 days 

Additional dates to be announced. 


5 days 
5 days 
5 days 
5 days 


Minimum/Maximum: |/6 
Tuition: $1,190 


SX-2000 - MITEL PBX SX-2000 
Course Code YW22!1 


This five-day course is for Information 
Management Specialists assigned to posts 
with a MITEL SX-2000 Integrated 
Communication System. The course will 
enable personnel to program the system, 
install and move single line and Superset 


telephones, and connect and program trunk 
circuits. Instruction and practice ts given ta 
performing maintenance to the level of field 
replaceable units, analyzing the system's 
parameters, and backing up its database. 


Audience: 

This ts a “post specific” course designed 
for operational and non-telephone technical 
personnel who are required to maintain the 
operational and technical readiness of the 
MITEL! PBX SX-2000 Integrated 
Communications System equipment and are 
expected to perform minor maintenance, 
installation, configuration management and 
trouble-shooting procedures. To 
successfully complete the course, the 
student must pass a standard Warrenton 
Training Center exam. 


Clearance: 
SECRET. 


Prerequisite: 
Basic Telephone (YW142) and SX-50 
(YW219), or SX-200D(YW220). 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


End Length 


11/0802 = 5S days 
1220002—s Ss days 
022103 5 days 
O¥2103 5 days 
O4V/1803 = 5 days 
OS/8/03 = Ss days 
O8/O1/03 = 5: days 
1003 —s SS: days 
Additional dates to be announced. 


Minimum/Maximum: |/6 
Tuition: $1,190 
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EXACOM - EXACOM CALL 
ACCOUNTING SYSTEM 
Course Code YW 186 


This five-day course qualifies students to 
program the EXACOM Call Accounting 
System. This consists of setting up rate 
and area code tables to keep track of calls 
that orginate from the Post's telephone 
system. 


Audience: 

i for Information Program Center 
(IPC) personnel at posts with specific 
telephone systems (see prerequisites) who 
are expected to maintain and update the call 
accounting system at post. To successfully 


complete the course, the student must pass _ 


a standard Warrenton Training Center exam. 
Clearance: SECRET. 

Prerequisite: 

Basic Telephone (YW142) and/or SX-50 
(YW219), SX-200D (YW220), SX-2000 
(YW221), SX-20/200(YW222). 

Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

This is a call-up course. 

Please call (703) 302-9007 for course dates. 
MinimunyV\ laximum: | /2 


Tuition: $1,190 


MERIDIAN 61C 
Course Code YW497 


Through lectures and hands-on exercises, 
this course covers the terminology, 
and programming of Northern 


_ configuration, 
Telecom Option 11C, SIC, 61C, and 81C 


telephone systens. Students will identify 
the modules used in a typical system; add, 
move, copy, and delete single line sets, 
multiline sets, and trunks; and print out 
various types of lists and reports. They will 
study the telephone features, such as call 
forwarding, which are a prerequisite to 
understanding the Meridian. They will also 
become familiar with the vanous maintenance 
and diagnostic routines used by the system. 
Practice will include the use of Meridian 
Administration Tools (MAT) and terminal 
emulation. 


Audience: 
This is a “post specific” course designed 


_ technical readiness of Nortel Meridian 


telephone systems and are expected to 
perform maintenance, installation, 
configuration, and trouble shooting 
procedures. To successfully complete the 
course, the student must pass a standard 
Warrenton Training Center exam. 


Clearance: 
SECRET. 


Prerequisite: 
Basic Telephone (YW 142). 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 
Begin = End 


FY 03 
12102 =A 
11/2202 


11/1202 


Length Section 


2weeks ODI 
2weeks (0M 
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Begin = End 
FY 03 

120202 12/12 
010603 01/1703 
02003 
OMOMI3 
03103 


ADVANCED NORTEL 
Course Code YW499 


This five-day course covers the 
fundamentals of Meridian Mail and BARS 
(dial “9” Basic Alternate Routing System) 
access code. The mail portion includes the 
creation and modification of Meridian Mail 
Mailboxes, Announcements, and Basic 
Automated Attendant. The BARS portion 
includes the implementation of access 
restrictions to include Class of Service 
(COS), Trunk Group Access Restrictions 
(TGAR), and Network Class of Service 
(NCOS). BARS exercises will cover routing 
dialed calls through Network tables. 


Audience: 

This course is specially designed as 
additional training for Meridian qualified 
operation and technical personnel who are 
expected to perform minor maintenance, 
installation, configuration management, and 
troubleshooting procedures on Nortel, Voice 
Mail and Telephone routing systems. To 
successfully complete the course, the 


student must pass a standard Warrenton 
Training Center exam. 


Clearance: 
SECRET. 


Basic Telephone (YW142) and Mendian 
(YW497). 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


WIRELESS SYSTEMS TRAINING 
Course Code: YW244 


The goal of this training program is to create 
an actual midsize post scenano with which 
to train the Department's Information 
Resources Management (IRM) operational 
and maintenance personnel in the 
operational and maintenance of deployed 
wireless systems overseas. 
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Audience: 

The course is designed to provide 
Information Management Specialists (IMS) 
and Information Management Technical 
Specialists (IMTS) personnel with 
instruction in the use, operation, and 
maintenance of the Department's standard 
wireless system. To success‘ully complete 
the course. the student must pass a standard 
Warrenton Training Center exam. 


Clearance: 

SECRET. 

Prerequisite: 

None. 

Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

O72 «WII2 Sdays Ol 
12102 «102502 Sdays OM 
1/0402 «CLARA «= Sdays) «630 
120202) «120602 «(Sdays ON 
120902) 1YIM2 «=Sdays)§ (0005 
010603 «6401/1003 3=Sdays (006 
O71003 §=OYI403) Sdays O07 
Oovi~ode OVI403 Sdays OB 
OVI703 032103 Sdays OD 
02403 0372803 Sdays Wi0 
OV3103 O40403 Sdays Wil 
040703 =(OWI1IA3) Sdays Wil 
Ov1403 O8V1803) Sdays Wl3 
050503 050803 Sdays OM 
OS1203 OS8/1G03 Sdays WIS 
072103 O72503 Sdays WI6 
O98B03 O8/1203 Sdays Wi7 
OIS03 O/I9N3 Sdays WI8 
Additional dates to be announced 
Minimum Maximum: | /5 

Tuition: $1,190 


ADVANCED RADIO COURSE- 
ADVANCED RADIO 
Course Code: YW 344 


This five-day course is 

overview of the princip 
Frequency transmission an? «ocephon with 
and emphasis on operating High Frequency 
radios. Fast paced lectures; heavy personal 
study assignments and supervised 
laboratory exercises on the State HF radio 


practical ¢ needed to prepare for 
the FCC Amateur Technician License. 
Audience : 

The course 1s designed for all IRM personnel. 
Clearance: 

SECRET. 


Wireless Systems Training (Y'W244) or 


Equivalent radio expenence. 

Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 

FY 03 
|~—«C0IRTA3 )§«=6—(OIBIAB) = Sdays)=— OD 
/|—6hR4AS «(0223 =O Sdays OM 
|6=—éiBRAAS = O2803) = Sdays) =66 

O0703 OVIIN3 Sdays OM 
[|—6hMRIAS =—SABCSdays)=—s« 00S 
|—6—hOSOSS «=SB= Sdays)=—s O00 
—=60e02S)=—( 06063) = Sdays)= = 

072303 OBMIN3 Sdays GB 

OW1803 08/2203 Sdays GD 

OSS O/I9N3 Sdays Wi0 
|—6hR2S SONS) = Sdays)= = s 

Additional dates to be announced. 
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ADVANCED SYSTEMS 
MANAGEMENT SERVER 2.0- 
ADV. SMS 2.0 

Course Code YW252 


Thus ts an in-depth. intensive course intended 
to provide students with basic and advanced 
knowledge and skills necessary to plan, 
design. configure and admunister SMS 2.0. 
Students will troubleshoot problems in site 
mstalis, chent installs, and site 
communications. Students will learn 
methods of tracking computer hardware and 
hands-on system work im structured labs. 
To complete this course students must pass 
an industry standard exam. 


Audience: 

This course 1s intended for Information 
Management Specialist (IMS) and 
Information Management Technical 
Specialists (IMTS) who will administer and 
support Microsoft Systems Management 
Server 2.0. The course is designed for all 
IRM personnel. 

This course replaces Administering 
Microsoft SMS 2.0A (YW237) aod 
Admumsternng Microsoft SMS, Advanced 
(YW238) 


Clearance: 
SECRET. 


NT (YW240) or NT 4.0 for CableXpress 


(YW287) or Windows 2000 (Y W245). 
Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY O03 

12102 «#12 l2weeks OD! 
W022 )«6LIYIM2 ola weeks «OOM 


Begin End Length Section 
FY 03 

20MS Oi43 weeks OB 
073 «681803060 2 weeks =O 
iis 2203 2weeks G5 


SYSTEM ADMINISTRATION FOR 
MICROSOFT SQL SERVER 7.0- 


SQL 7.0 
Course Number YW253 


This is an intensive course intended to 


concepts relating to SQL 7.0 In addition it 
focuses on configuring, installing, 
This course involves considerable hands- 
on system work in structured labs. There 
will be additonal ume for extensive instructor 
labs. To successfully complete the course 
the student must pass an industry standard 
exam (70-028). 


Audience: 
_ This course ts intended for Information 
| Management Specialists (IMS) and 


Prerequisite: | 
Desktop Systems (YW642) and Accelerated 1 poem ation Management Technical 


Specialist (IMTS). This class is for 


_ individuals who will need to understand 


concepts relating to SQL 7 server 


_ operation. This course replaces Systems 


Administration for Microsoft SQL Server 


| (YW236). 
Clearance: 


SECRET. 


Prerequisite: 
Desktop Svstems (YW642) and Accelerated 
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NT (YW240) of NT 4.0 for CableXpress 


(YW287). 

Schedule: 

The Warrenton Traming Center. 

8:00am. to+00 p.m. 

Dates: 

Begin End Length 

FY 03 

1402 IW/ISM2)—s 2 weeks 
OV2103 O13103 = 2weeks 
OVIOQ0S) §=66«ON2I03 = 2 weeks 
2103 OS0203 8 2weeks 
OAS O7/1803 weeks 
2903 OSS weeks 
ISOS O92603 weeks 


Additional dates for WTC to be announced. 


Prerequisite: : 
Desktop Systems (YW642) and Windows 
2000; YW245) or Accelerated NT. (YW240) 
or NT. 4.0 for Cable Xpress ( YW287). 


This course provides knowledge on 
managing a preinstalled Domino R5 
infrastructure. Students will create and 
modify user settings and connections for 
both Notes clients and browser clients. As 
part of this process, students will create and 
distnbute Notes ID's and recertify, rename, 
troubleshoot, and terminate users. This 
course is one component for the Certified 


Lotus Professional track. For course | 
completion the student must pass an | 


industry standard exam. 
Audience: 


This two-week advanced Information | 
Technology course is intended for — 
Information (IMS) — 
Technical 


Management Specialists 
and Information 
Specialist (IMTS) serving as CableXpress 
dmini 


Schedule: 

The Warrenton Traiming Center. 
8:00am. 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

12802 «(LOB Sol weeks §=6(ODI 
12202 iWiMO2) oo lweeks OOD 
OvVI00S «=GM2103 weeks OG 
060803 «8062003 weeks OM 
WIS03 O872603 weeks O05 
Minimum/Maximum: | /6 

Tuition: $2.390 


This two-wcek advanced Information 


Technology course is intended for 
Information 
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Clearance: 
SECRET. 


Prerequisite: 

Desktop Systems ( YW642) and Accelerated 
NT (YW240) or NT 4.0 for CableXpress 
(YW287) or Advanced Windows 2000 
(YW245). 


Schedule: 

The Warrenton Training Center. 

&:00 am. to+00p.m. 

Dates: 

Begin End Length Section 
FY 03 

w2102 SLAIN S sol weeks «=O 
1Vi8O2 «§=61N29A02— ol weeks «=O 
0727403 OMI7TAS weeks O05 
MOTOS OF1N0S lweeks (0M 
WPOVWS OO1203 weeks (0005 


Additional dates for WTC to be announced. 
Minumum/Maxumum: | 6 
Tuition: $2340) 


This course provides knowledge on 
implementing. managing. 

existing network infrastructure and 
Windows 2000 servers. This course utilizes 
Microsoft courseware 2126. This course is 
one component for the Microsoft Certified 
Systems Administrator certification. For 
course completion the student must pass 
an industry standard exam 70-218. In 
addition there is extensive instructor led Lab 
and review. 

Audience: 


This two-week advanced Information 
Technology course is intended for 


| Core Technologies, # 1202 - 


informathon Management Specialists (IMS) 


and Information Techr«cal 
Specialist (IMTS) serving as Systems 
Administrators. 


Clearance: 
SECRET. 


Prerequisite: 

Desktop Systems (Y W642) and Accelerated 
NT (YW240), or NT 4.0 for CableXpress 
(YW287) or Advanced Windows 2000 
(YW245). 


Schedule: 

The Warrenton Traiming Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

WwOT02—s hOvIBO2 Ss weeks §=6(ODDI 
12802 «(1 IAOBA2 Ss 2weeks «=O 
01063 OVITAS) lweeks O05 
(OMS O21403 weeks OO 
OS2703 O6f0603 weeks (0005 
ISOS O8729903 weeks (005 


_ This course is specifically intended for 


Information Management Specialists 
overseas who are in need of NT 4.0 skills in 
order to admumister a CableXpress System. 
This course will contain the following 
Microsoft components: Windows official 


_ course numbers: #803 - Administering 


Windows NT 4.0, #922 —- Windows NT 4.0 
Securing 





Schedule of Courses 99 














Windows NT. Server, # 936 Internet 
informanon Server, and Department of State 
Specific components including Norton 
Anu Virus and DS Secunty Configuration. 


Students will be given the Micrusoft exam # 
70-244 Maintaining a Windows NT 4.0 
Server Network. 


Audience: 

This three-week advanced Information 
Technology course is intended for 
Information Specialists (IMS) 


Specialist (IMTS) serving as Systems 


Clearance: 
SECRET. 


Prerequisite: 
Desktop Systems (YW642). 


Schedule: 

The Warrenton Training Center. 
8:00am. 4:00pm. 

Dates: 

Begin End Length Section 
FYO 

O72 «=O SS weeks §«=(ODDI 
10402 «(112202 Sweeks OM 
120202 1S weeks «OO 
01083 «(012403 = 3S weeks =O 
02303 W213 Iweeks O05 
OMMS OV2I03 Sweeks (06 
G35 WIMS Iweeks O07 
OSS O23 Jweeks OB 
O90 O62703 Sweeks OOD 
C7070 WRSAB Iweeks Wi 
BOS G25 jweeks Wil 
PAG WING Iweeks WI 


Mingmum/Maximum: | 4 
Tuition: $3,580 


Prerequisite: 
_ Desktop Systems 


EXCHANGE 2000 FOR THE 
ENTERPRISE-EXCHANGE 2000 
Course Number YW243 

This is an intensive course intended to 
provide students with the advanced 


exam is currently Microsoft Exam 70-224 
Exchange 2000. 


Audience: 
This three-week advanced Information 
Technology course is intended for 


Specialist (IMTS) serving as Systems 
Clearances: 


(YW642) and Accelerated 
NT (YW240) or NT. 4.0 for CableXpress 


_ cy¥w287), 
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Date 

Begin End Length Sechon 
FYG 

iva Ss Wan Sweeks OD 

move idle jweeks ID 

mies <ionso jweeks OFF 

Additonal dates for WTC to be announced 
Minumum“Maumum: ++ 

Tuition: $3,580 


ACCELERATED EXCHANGE 2000 
Course Code YW273 


This accelerated two-week course gives 
expenenced administrators the advanced 
know ledge and skulls necessary to admumster 
Exchange 2000 in a multi-server, multi- 
doman, global enterpnse environment. This 


structured lab exercises. Successful 
completion of this course requires the 
student to demonstrate competency with 
Exchange 2000 by achieving a passing score 
on the Microsoft Exchange 2000 exam-— 


currently 70-224 


Audience: 

Information Management Specialists. 
Information Management Technical 
Specialists, and Foreign Service Nationals 
serving as systems administrators. This 1s a 
very accelerated course with little ume for 
review. 


Prerequisite: 

Desktop Systems (YW642) and either 
Accelerated NT (YW240), NT for 
CableXpress (YW287) or Advanced 
Windows 2000 (YW245). 


Schedule: 
The Shultz Center. Ariington. Virguma. 
9am w400pm. 


Dates: 

Begin End Length Sechon 
FY 

LARA 6ICéN nts’ «Ss 
move Wis iOdys Gn 
O35 GAAS il0days GG 
P23 Wows Wdays Un 


Course Code YW749 


At the end of this five-day course, the 
student will be able to describe the 


architecture of MS Exchange 5.5, perform 
administrative activities such as 


This course 1s intended for Information 
Management Specialist (IMS) personne! who 
will install, configure. and support Microsoft 
Exchange version 5.5. To successfully 
complete the course, the student must pass 


a Department of State specific exam. 


Clearance: 
SECRET. 


Prerequisite: 

Desktop Systems (YW642) and Advanced 
NT (YW240) or Advanced Windows 2000 
(YW245)or NT 4.0 for CableX press (Y W287). 
An assessment test to evaluate basic skills 
in Windows NT 4.0 will be given at the 
beginning of the class. Student must pass 
the assessment test with a score of 70% or 
better to continue the course. 








Schedule of Courses 101 








Schedule: 


The Warrenton Training Center 
Mam w+tipm 


Dates: 

Begin End Length Secton 
FYOS 

WA «CWI OS days = 
wis. WIM Sdays)=6©(D 
WMD CIA COS days) =| CS 
IV2502 129A CS days = 
OVS §«6(OVITAR «Says «= GS 
O28 OAS Sdays) 8 6h 
Move Qs Sdays Gy 
mos aie Sdays Us 
mwas GIN Sdays (iP 
oviWwns OVI4AS) Sdays |) | 6 
ovi408 OVI Sdays 3 il 
Wms «OSS Sdays)§=6(®i2 
wiz <Oint Sdays m3 
W208 ONS Sdays 4 
wens GIMME Sdays IS 
m2V58 OGHI7AS Sdays i6 
OS ONS Sdays Wil 
208 O72505 Sdays Wis 
mens 6«OROMS OCS days )=69 
wis WI Sdays GD 
Pl (OW Sdays i 


Additional dates for WTC to be announced 


Tuition: $/.1%) 


ADVANCED WINDOWS 2000 


WIN2000 
Course Code YW245 


This three-week course gives students who 
are new to Microsoft Windows 2000 the 
knowledge necessary to understand and 
identify the tasks involved im supporting 
Windows 2000 networks In addition, this 
course 1s designed to provide an overview 
of networking concepts and how they are 
implemented un Microsoft Windows 2000 It 


also provides students with the know ledgc 
and shulls necessary to tall and configure 
Microsoft Windows 2000 Profeswonal on 
Mand-abone and chent computers that are 
part of a workgroup of domain. This course 
provides the siulls and knowledge necessary 
to mstall and configure Macrosoft Windows 
2000 Server two create File, Pam, Web. and 
Termunal servers The students are provided 
with self-study tume to prepare for the 
Microsoft exam. 


Audience: 

information Management Specialists (45) 
and Information Management Techni al 
Specialists (IMTS) who well administer a 
LAN. 


(Clearance: 


Prerequisite: 
Desktop Systems (YW642). 


Schedule- 

The Warrenton Traiming Center 
8(Dam w400om. 

Dates. 

Begin End Length Section 
FY 

WOT. «= WWISAR oj weeks «6D 
OWIMS OIA Jjweeks GM 
mies OAR weeks 
WOs0s O2M5 tweeks (Me 
2058 GON jweeks G5 
Additional dates for WTC to be announced 
MingmumMaximum: + | - 

Tuition: $3580 
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ACCELERATED WINDOWS 2000 
Course Cade YW275 


This accelerated two-week course gives 
expenenced NT administrators who are new 
to Windows 2000 the knowledge necessary 
to understand and identify the tasks 
involved im supporting Windows 2000 
networks. This course will provide an 
overview of networking concepts and how 
they are umplemented in Windows 2000. It 
will teach the knowledge and shulls necessary 
to mstall and configure Windows 2000 
Professsonal on stand-alone and clrent 
computers that are part of a workgroup or 
domain. This course provides the 
knowledge necessary to install and 
configure Windows 2000 Server to create 
File. Print, Web and Terminal servers 
Students are provided with limited time for 
review for the Microsoft 2000 Server exam. 


Audience: 

Information Management Specialists. 
information Management Technical 
Specialists, and Forergn Service Nationals 
who will admunster a LAN. This ts a very 
accelerated course and students must pass 
the Windows 2000 Server exam to 
successfully complete the course 


Prerequisite: 
Desktop Systems (YW642). 


Dates 

Begin End Length Section 
FY 

1W2S02 120M «(days )«=6(m 
012103 OI days =m 
745 ORS Wdays GH 
ORS OI lOdays Om 
MirgmumMaximum: + | - 

Tuition: $2390 


CLOUT-—COMMON LAN 
OUTBOUND TELEGRAM 
RELEASE SYSTEM VERSION 3.0 
Course Cade YWIW) 


Common LAN Outhound Termunal (CLOUT) 
ms a three-day course for overseas sysiem 
admunistrators. who may nced to mstall, 
configure. and manage the CLOUT 
apphcanon. The CLOUT application rs bemg 
mstalled worldwide as part of the ALMA 
project. CLOUT enables users to send 
telegrams through a Mail and CLOUT server 
tw the TERP system. Students should have 
a documented record of working wath NT 
4.0 and Exchange 5.5 


Audience: 
Theis course ws intended for Information 


Management Specralist (IMS) personne! who 
will administer and suppor the CLOUT 


application. To successfully complete the 
course, the student must pass a standard 
Warrenton Traming Center exam. 


(Clearance: 


Prerequisites: 

Knowledge of Windows NT 4.0 and 
Microsoft Exchange 

Schedule 

The Warrenton Training Center 

8:00 a.m. 04:00pm. 

Dates: 

This 1s a call-up course. 

Please call (703) 302-9007 for course dates. 
Minimum/Maximum: | 6 


Tuition: $720 
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CABLEXPRESS- CABLEXPRESS 
Course Code YW285 


This course is designed to prepare System | 
Administrators to perform basics set-up and 


maintenance on the Department's new 
desktop telegram distribution system, The 
participant will learn the architecture and 
telegram flow of CableXpress, install and 
configure Lotus Notes, Domino Server, and 
CableXpress Server, install and configure 
client workstation, perform administrative 
duties, database maintenance, and end-user 
functions. 


Audience: 

This course is specially designed for 
Information Management Specialists (IMS) 
and Information Management Technical 
Specialists (IMTS). 


Clearance: 
SECRET. 


Prerequisite: 

Desktop Systems (YW642) and Advanced 
NT (YW240) or NT 4.0 for CableXpress 
(Y W287) and MS Exchange (YW749) and 


Begin End Length Section 
FY 
OV1I003 401403) Sdays Wi3 
OV1703 032103 Sdays OI4 
03/243 03/2803 Sdays O15 
033103 O40403 Sdays l6 
040703 OFV1I03 Sdays OI7 
041403 OV1803 Sdays WI8 
M2103 042503 Sdays iI9 
04/2803 050203 Sdays (Ow 
0S0S03 O5S0903 Sdays W2l 
OS/1203 OS/1IG03 Sdays 2 
05/1903 052303 Sdays 23 
060203 060603 Sdays 24 
06/163 062003 Sdays 025 
063003 070303 ‘Sdays (026 
07/1403 O7/1803 Sdays 27 
072803 O8M103 5 days 
OB/1103 OW/1SO03 Sdays (2 
08/2503 08/2903 Sdays (030 
090803 O9/1203 Sdays BI 
092203 092603 Sdays (032 


Additional dates for WTC to be announced. 
Minimum/Maximum: |/6 
Tuition: $1,190 


ADVANCED NETWORKING 


Course Code YW241 


This is an intensive course intended to 
provide students with the advanced 
knowledge and skills necessary to plan, 
configure, install, and administer multi- 
segmented, routed and switched Local Area 
Networks (LANs). This course will include 
heavy emphasis on the structure of LAN 

pologies and types, with a concentration 
on Ethernet LANs (utilizing both Category 
5 UTP and Fiber Optic cabling) and on CISCO 
routers and switches. Upon completion of 
the course, students will be able to install, 
configure, administer, optimize, and 
troubleshoot a single or multi-segmented 
routed and/or switched Local Area Network. 





Windows Systems (YW255). 

Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

10702 IWIIM2 Sdays Ol 
1072102 102502 Sdays OM 
11/0402 110802 Sdays WB 
1/1202 IVISO2 Sdays (004 
120202 120602 Sdays 005 
12092 IYiIM2 Sdays 0006 
IW1G2 =122002 Sdays O07 
0100603 «(01/1003 =Sdays OB 
OVIM03 =«(OVI703) =6—Sdays §=6(000 
012703 013103 Sdays WI0 
071003 + OY/1403 Sdays Wil 
02/2403 022803 Sdays Wi2 
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This class involves considerable hands-on 
system work in structured labs. Successful 
completion of this course requires the 
student to demonstrate competency with 
networking concepts and terminology by 
achieving a passing score on the vendor's 
exam for this product. This exam is currently 
CISCO Certified Network Associate (CCNA) 
Exam 640-607. Students will also be given 
the opportunity to demonstrate competency 
on the Microsoft Networking Essentials 
Exam 70-058 as an elective portion of this 
course (self-study). 


Audience: 

This course is intended for Information 
Management Specialists (IMS) and 
Information Management Technical 
Specialists (IMTS) who will administer and 
support NT 4.0 Local Area Networks (LANs) 
and NT 4.0 Classified Local Area Networks 
(NT-C/LANSs). To successfully complete the 
course, the student must pass the industry 
standard exams. 


Clearance: 
SECRET. 


Prerequisite: . 
Desktop Systems (YW642) and Windows 
2000 (Y W245) or MCP Certification. 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 

Begin End Length Section 
FY 03 

102102 I1MI2 weeks ODI 
120202 IYiM2 weeks OOM 
010603 (O1/1703) = 2weeks 0003 
02003 O2/1403 22weeks O04 
OVI703 O32803 2weeks 0005 
040703 O4/1803 weeks (0006 
052703 06/6/93 weeks (007 
O7N7TA3 §=O7/1803) = 2 weeks «(O00 
072303 OB0B03 weeks OO 


Begin End 
09/08/03 = 09/19/03 


Length Section 
2weeks (D010 
Additional dates to be announced. 


MinimunyN laximum: + 
Tuition: $2,390 


ADVANCED ROUTER 
CONFIGURATION-ARC 
Course Code YW251 


This course is intended for System 
Topics include network performance tuning, 
traffic filtering, queuing routing protocols 
(IGRP. EIGRP. OSFP and BPG), Bridging Dial- 
on-Demand Services, ISDN and various 
WAN and LAN protocols. The CISCO 
Advanced Router Configuration test will be 
given on the final day. A passing grade on 
the test is required for course certification. 


Audience: 

This course is intended for Information 
Management Specialists (IMS) and 
Information Management Technical 
Specialists (IMTS) who will administer and 
support Local Area Networks (LANs) and 
Wide Area Networks (WANs). To 


_ successfully complete this course, the student 


must pass the industry standard exam. 
Clearance: 
TOP SECRET. 


Desktop Systems (YW642) and Windows 


— 2000 (YW245) or MCP Certification and 


Advance Networking (Y W241). 
Schedule: 


The Warrenton Training Center. 


8:00 a.m. to 4:00 p.m. 
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Dates: 

Begin End Length Section 
FY03 

11202 «61172202 Ss 2weeks «(O01 
012103 O13103 weeks OM 
02/2403 OM07A3 weeks (0B 
0500503 OS5/1G03 2weeks OO 
06/09/03 06/2003 weeks (005 
08/1803 08/2993 weeks 0006 


Additional dates for WTC to be announced. © 


Mingmum/Maximum: 4/8 
Tuition: $2,390 


SCUP SATELLITE TERMINAL- 
SCUP 

Course Code YW434 

(Previously YW234) 


The SC Upgrade (SCUP) satellite terminal 


course provides training in the operation and _ 


maintenance of Diplomatic Telecom- 
munications Services ( DTS) SCUP satellite 
communication terminals. The course 
covers decibel calculations, modulation/ 


demodulation theory, uplink/downlink | 


amplification, and frequency translation. 
Also covered are system signal flow, satellite 
acquisition/tracking, and internal test loops. 
Troubleshooting is restricted to the least 
replaceable unit (LRU), using the associated 
monitor and control systems. 


Audience: 

This is a “post specific” course designed 
for operational and technical personnel who 
are required to maintain the operational and 
technical readiness of the SC-7 equipment. 
To successfully complete the course, the 
student must pass a standard Warrenton 
Training Center exam. 


Clearance: 
SECRET. 


None. 

Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

012703 O13103 Sdays Odi 
03/3103 O40403 Sdays OM 
—=«O42803 «628050203 «= Sdays) 3860 
—=«aORO43 «(0883 «= Sdays)3=004t 
—«O9ABS3 )=—(09/1203) = Sdays) = 0 
|—=«O8R9K3B )§=6—6100383)—s Sdays) =0006 
_ Minimum/Maximum: 2/4 

Tuition: $1,190 


SC-7 SATELLITE OPERATIONS 
AND MAINTENANCE 
Course Code YW 192 


This course is designed to provide training 
in the operation and maintenance of the SC-7 
satellite communications terminal, utilizing 
a Control, Monitor and Alarm (CMA) system. 
The course covers decibel calculations and 
link equations, basic multiplexing and 
modulation/demodulation theory, uplink/ 
downlink amplification, and frequency 
translations. Also covered are system signal 
flow and satellite acquisition. Trouble- 
shooting 1s restricted to the least replaceable 
unit (LRU), using the SC-7 internal test loops 
and fault summary screens. 


Audience: 

This is a “post specific” course designed 
for operational and technical personnel who 
are required to maintain the operational and 
technical readiness of the SC-7 equipment. 
To successfully complete the course, the 
student must pass a standard Warrenton 
Training Center exam. 
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Clearance: 

TOP SECRET/CRYPTO. 
Prerequisite: 

None. 

Schedule: 

The Warrenton Training Center 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 

102102 110802 I3weeks OD 
OVIMSB O1BIAB 3weeks OR 
O71803 OM7AB 3weeks OD 
040703 042503 3weeks OD 
Additional dates to be announced. 
Mintmum/Maximum: 2/6 

Tuition: $3,580 


INTRODUCTION TO 


DATA COMMUNICATIONS 
Course Code YW 173 


Introduction to Data Communications is a 
hands-on course that provides the 
foundation for an understanding of data 
communications used within the Diplomatic 
Telecommunications Service. In addition to 
the use of data test sets, oscilloscopes, and 
a variety of other data test equipment, the 
operation and limited maintenance of the 








Various modems and encryption devices of — 


the data communication system are taught. 
The employee learns to configure 


to perform daily, routine trouble shooting, 
maintenance, and repair of various 
communications transmission devices, 


muluplex equipment, modems, and technical 
control functions. To successfully complete 
the course, the student must pass a standard 
Warrenton Training Center exam. 
Clearance: 

TOP SECRET/CRYPTO. 

Prerequisite: 

None. 

Schedule: 

The Warrenton Training Center 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 

1072 1WI8O2 2weeks ODI 
110402 =O N/1SA2)—Ss 2weeks =O 
071803 02/7803 weeks OG 
OV1I703 O¥2803 2weeks OD 
062303 O70M3 weeks (005 
072103 OBOIN3 weeks (006 
OW1803 08/2903 weeks (0007 
O/1503 0972603 weeks OB 
Additional dates to be announced. 
Mingmum/Maximum: 2/6 

Tuition: $2,390 
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WIDE-BAND N.E.T. 
Course Code YW250 


This course provides hands-on operations 
and limited maintenance on the 

Telecommunications Service (DTS) NET 
(Network Equipment Technologies) IDNX/ 
Promina Network. It covers the identification 
of components, configuration of system 
modules, voice channel interfacing, and 
network fault-isolation using test equipment 
in conjunction with the maintenance terminal 
(WYSE 185), and related training on the NET 
IDNX and Promina switching Nodes. 
speed data communications++ theory, DTS 
circuit flow, multiplexing fundamentals, 
technical control functions, system 
patching, network theory, organization, 
circuit relan, switching fundamentals, data 
circuit testing. and troubleshooting using 
digital test equipment (Fireberd 6000, 
Oscilloscope ). The course also provides an 
overview of the operation and limited 
Communication Processors (ACP-10,50 & 
70), TxPORT Modem operations, UPS- 
2000R ME, UPS2000RME- 157, PX Platform 
(PX 3 Frame Relay, and GPS Timing 
Distnbution System (FiberPlex TDS-601 )). 


the student must pass a standard Warrenton 
Trasming Center exam. 


Clearance: 
TOP SECRET/CRYPTO. 


Introduction to Data Communications 
(YWi73). 


Schedule: 
The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 

Begin End Length Section 
FY 03 

10202_—s1MOI2—s 2 weeks) «=O 
OvOMS OVIM3 9) 8 2weeks OM 
083103 OVIIAB) 3 2weeks OB 
O707A3 8 O7/71803 8 2weeks OO 
080403 OWIS03) 8 2weeks (005 
203 O/1203 weeks O06 
2903 IWI003 3 2weeks O07 
Additional dates to be announced. 
Minimum/Maximum: 2/4 

Tuition: $2,390 


WIDE-BAND DIGITAL 
TRANSMISSION NETWORKING 
Course Code YW213 


munications Service (DTS) Megaswitch 
network. It covers the identification of 
components, configuration of system 
modules, voice channel interfacing. and 


terminals (WYSE 85 & 185). System and 
related training covers the GDC Megaswitch, 
ap, yt ag ey 
Plus and GDC Minimux. 

subjects include high-speed “ 
communication theory, DTS circuit flow, 
muluplexing fundamentals, technical control 
functions and system patching, network 


10 & SO) and the Uninterruptible Power 
System (UPS-2000RME, 2000RME- 157) 
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Audience: 

This course is designed for all operational, 
technical, and regional technical support 
office personnel who will be expected to 
imaintain, troubleshoot, and repair 
Diplomatic Telecommunication Service 
(DTS) telecommunications equipment, 
facilities, and circuitry. To successfully 
complete the course, the student must 
pass a standard Warrenton Training 
Center exam. 


Clearance: 
TOP SECRET/CRYPTO. 
laweduction to Data Communications 


(YW173). 
Schedule: 


The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 038 

1IeA2 «IVAW = 2weeks ODI 
31038 OWII08 2weeks OOM 
ovien8 )§=6—0SG003)0—s 2 weeks «60003 
O~O403 «=6—ORWVISA03) = 2 weeks )§=6(0004 
Additional dates to be announced. 
Minimum/Maximum: 2/4 

Tuition: $2,390 


COMMERCIAL SATELLITE 
TERMINALS 
Course Code YW234 


This course is designed to provide training 
on the Commercial Satellite Terminals used 
with the DTS. The course covers the CT-3/ 
5/79 and the Digital Satellite Terminal (DST). 


Audience: 

This is a “post specific” course designed 
for operational and technical personnel who 
are required to maintain the operational and 
technical readiness of the commercial 
satellite terminal equipment, Models CT - ¥ 
5/79 and DST. Commercial Term CT-7/9 
(YW212) is no longer available. To 
successfully complete the course, the 


_ Student must pass a standard Warrenton 


Training Center exam. 

Clearance: 

TOP SECRET/CRY TPO. 

_ Prerequisite: 

None. 

Schedule: 

The Warrenton Training Center. 

8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1\WO72 «= WIRO2-— ss 2 weeks «=O 
1/002 = N/1SO2)—S ss 2weeks «=O 
120202 «1WiM2 = ol weeks «6000 
010603 «(01/1703 = weeks «=O 
OV1I703 OM2803 8 2weeks 0005 
0v1403 042503 weeks (0006 
O72103 OBDIAS weeks 0007 
O8/18/03 O829903 l2weeks OODB 
(1503 O82603 weeks (OOD 
Additional dates to be announced. 
Minimum/Maximum: | /3 

Tuition: $2,390 
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BLACK ROUTER 
Course Code YW745 


The Black Router course provides 
participants with an introduction to CISCO 
2503/2507/4500M and 7513 routers used 
within the Diplomatic Telecommunications 
Service (DTS). This course provides 
information pertaining to the router's 
operation within the DTS network, including 
interfaces and protocols, system 
components, network configuration and 
signal paths, system secunty, and support 
equipment associated with router. The 
course also includes troubleshooting and 
diagnostic exercises. 


Audience: 

This is a “post specific” course designed 
for operational and technical personnel who 
are required to maintain the operational and 
technical readiness of the Diplomatic 
Telecommunications Service (DTS) Black 
Router communications system equipment 
and expected to operate and maintain CISCO 
routers as used in the DTS/PO network. To 
successfully complete this course, the 
student must pass the industry standard 


Clearance: 

TOP SECRET/CRYPTO 
Prerequisite: 

None. 

Schedule: 

The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Seciwm 
FY 03 

12802 «(«LIMIAS Sdays)= = s hs 
ivwi202 =«6«IVWISO2 6 Sdays GM 
OVIMS OVITAS Sdays GB 
Q0AM3 OWIN3 Sdays (Uh 


Begin End Length Section 
FY 03 

00303 OMO7TAS Sdays 005 
3103 040403 Sdays (06 
Oovi43 «=f OW183B Ss Sdays) (O07 
OV1203 | OIG0S Sdays OB 
060203 060603 Sdays (0p 
0/1603 062003 Sdays Wi0 
C7073 O71103 Sdays Wil 
080403 O80B03 Sdays Wi2 
(A803 O/1203 Sdays Wi3 
Additional dates to be announced. 
Minumum/Maximum: | /3 

Tuition: $1,190 


CURRENT INSTALLATION 
PRACTICES 
Course Code YW203 


Provides instruction in all aspects of 
electrical and physical installation 
procedures in accordance with field station 
installation criteria and Diplomatic 
Telecommunications Service (DTS) 
installation standards. The employee learns 
grounding systems, use of electrical 


The course includes 80 hours of classroom 
theory followed by 80 hours of lab exercises 
in which class participants install a typical 
field station communications center, (power 
and communications equipment) in 
accordance with OCHB-F 50.30.2 and DTS 
Installation Standards- | A guidelines. 


Audience: 

This course is designed for personnel who 
have installation, construction, inspection, 

or other operational, technical or aaa 
responsibilities in connection with the 
Information Program Unit (IPU) at overseas 
locations. To successfully complete the 
course, the student must pass a standard 
Warrenton Training Center exam. 
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The Warrenton Training Center. 
8:00 a.m. to 4:00 p.m. 


Dates: 
Please call (703) 302-9007 for course dates. 


Mingmum/Maximum: | /! - 
Tuition: $4,770 


AIR CONDITIONING SYSTEMS 
Course Code YW205 


knowledge to operate the Edwards Chilled 
Water System and a typical air ion 

system. The student will learn basic 
preventive and corrective maintenance 


procedures to the component level of each 
system. 


Audience: 

This course is designed primarily for 
Information Program Unit (IPU ) operational, 
Regional Technical Suppor (RTS) office, 
Overseas Buildings Office (OBO) technical 
personnel who will operate and maintain the 
post's Information Program Unit (IPU) 
dedicated air conditioning system. To 
successfully complete the course, the 
student must pass a standard Warrenton 
Trasming Center exam. 


Clearance: 
TOP SECRET. 


Prerequisite: 
None. 


Schedule: 
The Warrenton Training Center. 


«8:00am. 04:00p.m. 


Dates: 
Please cail (703) 302-9007 for course dates. 


Mingmum/Maximum: | /6 
Tuition: $2,390 


GENERATOR SYSTEMS 
Course Code YW206 


Knowledge to operate and perform basic 


_ preventive and corrective maintenance on 


the diesel engine and AC generator and 
regulator is provided in this course. 


Audience: 


This course is designed primarily for 


_ Information Program Unit (IPU) operational, 


Regional Technical Support (RTS) office, 


_ Overseas Buildings Office (OBO) technical 


post's Information Program Unit (IPU) 
dedicated emergency generator power 
generating system. To successfully 
the course, the student must pass a standard 
Warrenton Training Center exam. 


Clearance: 


TOP SECRET 
Prerequisite: 
None. 


Schedule ; 
. 


| The Warrenton Training Center. 


8:00 a.m. to 4:00 p.m. 


Dates: 
Please call (703) 302-9007 for course dates. 


Minimum/Maximum: | /6 
Tuition: $2,390 
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DOMESTIC UNCLASSIFIED 
CABLEXPRESS ADMINISTRATION 
(DUCX) 

Course Code YW284 


This five-day course ts designed to prepare 
domestic system administrators to perform 
basic set-up and maintenance on the 
Department of State's desktop telegram 
distnbution system. At the end of this course 
the student will be able to: perform all end- 
user functions, describe the architecture and 
telegram flow with the incorporation of the 
Domestic Unclassified CableXpress 
(DUCX). understand the installation and 
configuration of the Lotus Notes Domino 
Server and the Domestic Unclassified 
CableXpress Server, install and configure 
chent workstations for the receipt and 
delivery of telegrams via DUCX, perform 
administrative activities such as managing 
user inboxes and profiles. DUCX database 
maintenance. and administering the server 
from a chent workstation. 


ae ipants learn to: 
* Install and configure Lotus Notes Domino 
and Cable Xpress Server. 

* Install and configure Lotus Notes client 
workstations. 

* Learn to start and monitor the server. 

* Create. modify and delete users’ inboxes 
and profiles. 

* Learn to update and create databases in 
Cable Xpress and Lotus Notes/Domino. 

* Explore the relationship between DUCX, 
NT, MS Exchange and the Department of 
State's telegram systems. 


Audience: 

Domestic Information Systems Officers, 
systems managers, and others who support 
users of the Domestic Unclassified 
Cable Xpress system. 


NT Advanced Administration ( YW240) and 
Microsoft Exchange (YW749). their 


predecessors, or their commercial 
equivalents. 

Schedule: 

The Shultz Center, Arlington, Virginia. 
9:00 a.m. to 4:00 p.m. 

Dates: 

FY 03 

Begin End Length Section 
1WOTA2 =I = Ss days OOD! 
1104/02 «1 IA0BAN2—s Ss days OUU2 
IWieO2 IVAW = Sdays 0008 
010603 = O1I0S = 5S days OUD4 
OvI00S §=OYI403 = 5S days O00S 
OVI703 O23 5S days 0006 
OV3103 O4AMAS = 5 days 0007 
OV1903 OS2M03 = 5S days O08 
OV1603 O6/20003 5 days 0009 
C7073 O7T/1M3 S$ days oo" 
OWINOS OR22003 5 days ODI! 
(2203 UWR63 5 days ODI2 
FY 04 

To be determined 

Minimun/Maximum: + | - 

Tuition: $1! 190 
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Course Code PS310 


This weeklong course provides specific 
knowledge and skills necessary for 


Participants learn to: 

* Describe the functions of a Consular 
section overseas. 

¢ List Consular hardware components and 
software applications installed at post. 

* Identify the hardware and configuration 
requirements for Consular database 


¢ Descrmbe data redundancy and identify the 
redundancy configuration used in the 
Consular database server at post. 

* Configure COTS applications residing on 
a Consular Oracle server. 

* Install CA proprietary applications and 
COTS software needed for consular 
workstations. 

* Define configuration settings contained 
in CA application initialization files. 

* Explain the namecheck process and 
describe the applicatvons involved. 

* Use back- -up and recovery tools for 


recommended to support the Consular 
* Demonstrate procedures for trouble- 
shooting CA system problems. 
¢ Identify the information sources which can 
be consulted for additional information 
concerning Consular systems support and 
troubleshooting. 


who support Consular systems and 
applications. 


Windows NT 4.0 Administration (PS261) or Zz 


Windows NT 4.0 LAN Administration 
(YW225). Demonstrable competence in 
many facets of NT systems administration 
and support ts necessary to benefit from this 


course. 
Schedule: 

The Shultz Center, Arlington, Virginia. 
9:00 a.m. to 4:00 p.m. 

Dates: 

FY 03 

Begin End Length Section 
120202 «1202 ) = 5 days ODI 
OVIMS §=OVITN3 = =6S days Oou2 
0272403 O22803 5 days 0008 
OM0W03 OMOTANS 5 days OUD 
0703 O4/11038 5 days 000s 
OS1203 OS/1G03 5 days 0006 
OV1603 O6/2003 5 days 0007 
072103 O7725N3 5 days OO08 
OWI803 OB/2203 5 days OD09 
(S803 O/1203 5S days ODIO 
FY 04 

To be determined. 
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IRM ORIENTATION FOR 
NEW-HIRE IM SPECIALISTS 
Course Code PS 380 


This five-day onentation provides specific 
knowledge and skills necessary for 
Information Management Specialists and 
Information Management Technical 
Specialists to understand the structure. 
function, and relationship of the IKM 
organization to the elements of the 
Department of State in its domestic and 
overseas locations. This onentation also 
provides specific knowledge and skills 
necessary to enable Information 
Management Specialists and Information 
Management Technical Specialists to 
develop and pursue career goals and 


objectives. 


ee ree 
¢ Navigate the Department's office symbols. 

* Locate the Bureau of IRM in the 
Department's organizational chart. 

¢ Understand the retaonship between IRM. 
the Regional Bureaus, and the RIMCs. 

* State the duties of the IMO, ISO, IPO, 
ISSO and [IMA positions at post. 

¢ Determine the proper support structure 
for systems at post. 

* Match each post to its home bureau. 

¢ Understand the relationship between 
IRM’s Strategic and Tactical Plans. 

* Relate the Mission Program Plan to the 
Department's Strategic Plan. 

¢ Discuss the Foreign Service Evaluation 
System for IRM personnel. 


Audience: 
This course ts for all new-hire employees in 


the Information Management Specialists 


(IMS) and Information Management 
Technical Specialists (IMTS) career fields. 


Prerequisite: 
None. 


Dates. 
FY 03 
Dates to be determined. 


Schedule: 
The Shultz Center. Arlington. Virgima. 
8:00 a.m. to 4:00 p.m. 


Mirumum/Viaxumum: * | 
Tuition: $8 %) 


DESKTOP SYSTEMS 
Course Code YW642 


The Desktop Systems course is a basic level 
course in Intel PC desktop computer 
systems. The course ts designed to enable 
students to complete the CompTIA 
(Computing Technology Industry 
Association) A+ computer service 
technician certification. In order to pass this 
course the student must pass two exams. 
The core exam tests the student's 
knowledge of IBM compatible hardware. 
The second exam tests the student's 
knowledge of Windows 9X, Windows NT. 
and Windows 2000. This two-week course 
1s a very demanding training pennod and 
The course prepares the student to attend 


higher leve} systems trasming. 


Audience: 

This course is intended as a basic 
introduction to Microsoft Windows NT 4.0. 
Microsoft Windows 2000, Microsoft 
Windows 9X and hardware repair/ 


Information 

and Information 
Specialists (IMTS). To successfully 
two (2) industry standard A+ Comp TIA 
exams. 
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: Preparation: 
Michael Meyers’ Allin One A+ Cernficabon 


Exam Guide Fourth Edimon. 


Schedule: 


The Shultz Center. Arlington. Virgina. 


& Wam. two +00p.m. 


Dates: 
Begin 
FYOS 
\OTAN2 
| AMMAN 
| 2AI2AI2 
O1V0R/D3 
O73 
OVIODS 
(ANT ANS 
OSAISANS 
On2/03 
063003 
O7/14403 
OR/2SAD3 
(MATRA) 
FY(4 


End 


W182 
11/1SAN2 
1/1 M2 
OITA 
0221403 
OW21A03 
O4/ TS 
OS/16/03 
(1 03 
O7/1 103 
07/2503 
(AISADS 
OP/19/03 


To be determined. 


Length — Section 


2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 
2 weeks 


Minimum/Maximum: \ |\) 


Tuition $2.99) 


OOD) 
umn 


COMPUTER SYSTEMS 
NETWORKING 
Course Cade YW259 


This course provides knowledge on the 
essentials of computer networking to include 
Network Operating Systems, Client 
Connectivity, Networking Standards and the 
OSI Model. Network Transmission Media. 
Network Protocol Surtes concentrating on 
the TCP/IP Protocol, Network Security, 
Network Administration. Network 
Maintenance. and Network Trouble- 
shooting. Classroom work includes 
extensive instructor led labs. 


Audience: 

Information Management Specialists (IMS). 
Information Management Technical 
Specialist (IMTS). and Foreign Service 
National (FSN) employees serving as 
Systems Administrators and Computer 
Systems Support personne! Confirmation 
of assignment is requested. 


Prerequisite: 
Desktop Systems (YW642) or A+ 
Cernficaton. 


Note: For course completion the student 
must pass an industry standard exam. The 
current exam is the Comp TIA Network + 
Certification exam. 


Dates: 
There are no courses scheduled for FY 2004 
at this time. 
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° 
_ Wath the beginning of FYOS the 





to PSUSAITAMT 2 (703) 412-6759 





MS OFFICE 2000 
QUICK REVIEW 





Course Cade PS421 


Thes two-day quack review os emtended for 
advanced users of the Microsoft Office Sune 
of praducts The course covers Microsoft 
Office Basic techmaues in all applications 
tor document management. Microsoft Word 
2000 winplitied document preparation wang 
AutoText and AuteCorrect, standard 
templates. and Word-specific editing 
techmaues. and table formatting. Microsoft 
Outlook messaging package to manage 
information about people. using Calendar 
tor efferent time management, track 
appormiments and manage tasks. Microsoft 


spreadsheets. working with multiple 
workbooks and advanced features such as 
“IF” statements, linking worksheets, and 
creatong graphs. and Microsoft PowerPoint 
2000 w create. modify, and presem typical 
business presentations and slide shows. 


creating graphs and adding special effects 


Partcopants learn: 

¢ Spreadsheet functions to create. edit. 
format. and present typical business 
spreadsheets, working with multiple 
workbooks and advanced features such 
as “IF” statements, linking worksheets 
and creating graphy. 

* Messaging package to manage 
information about people usong Calendar 





for effxcoemt ime management. track 


husuness presentations and side shows. 
creating graphs. and adding special 
effects 


¢ Sumplified document preparation using 
AutoText and AutoCorrect. standard 
templates, and Word-specific editing 
techmques and table formatting. 


Audience: 
Advanced users of the Microsoft Office 


Suite of products. 


Prerequisite: 
None. 


Recommended Preparation: 

Microsoft Introductory courses. MS Word 
97 (PS232). MS PowerPoent 2000(PS 40), MS 
Excel 20000 P5370), and MS Outlank (PS. 998). 


Schedule 
91D am. wo 4.10pm. 





Dates 

Begin End Length Section 
FY 

mow «6A days = 
iwize2 «61Wiw oldays «6 
oles =6(OVISS— ol ddays «= 
wives OVviense = lt days )=6(M 
ovis «6OVIA 60 days «6S 
mss OMI ldays «6 
wrens ONS 6 days «6 
wins Wi Jdays (mE 
As OM ldays (DP 
28 WR lZdays m0 
PAI WOM ldays Mi 
PI WN lJdays M2 
rY™ 

To he determined 
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MS OFFICe 2000 WEEK 
Course Code PS 320 


This five-day course provides a fast-paced 
overview of the Microsoft Office Suite of 
products for those students with some 
familiarity of PC . The course 
covers Microsoft Word 2000 document 
preparation and editing functions necessary 
to create, modify, and present office 
documents; Microsoft Outlook messaging 
package to create, reply and manage e-mail 
and distribution lists; Microsoft Excel 
2000 spreadsheet functions to create, edit, 
format, and present typical business 
spreadsheets by making changes to cells, 
ranges of cells, creating simple formulas with 
the toolbars or with the formula palette, 
formatting numbers or text and setting up 
page options for printing: and Microsoft 
PowerPoint 2000 to create, modify and 
present typical business presentations and 
slide shows using outlines, slides, clip art 
and drawing objects, and organization 
charts. 


Participants learn to: 

¢ Create worksheets for calculating data; 
work with simple formulas and functions: 
format text, numbers, and cells; and set 
up the worksheet for printing. 

* Send and forward e-mail; plan meetings 
with Calendar; manage Contacts; organize 
schedules, manage task list; and manage 
files, folders, and system resources. 

¢ Create slides in different views; select and 
modify design styles; create charts and 
organizational charts; add clip art and 
animation techniques; run a slide show 
with transitions and builds. 

* Identify the basic elements of the Word 
screen; create and save documents; edit, 
format and print documents; use of spell 
check, headers & footers, tabs, find and 
replace, and auto-correct; manage 
document files. 


Employees familiar and comfortable with the 
use of PC who have an office 
requirement to use the full functionality of 
the integrated Microsoft Office suite of 


products. 


Prerequisite: 

None. 

Recommended Preparation: 

Microsoft I courses: MS Word 


97 (PS232). MS PowerPoint (PS340), 
Microsoft Excel (PS370), and MS Outlook 
(PS398). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

09300. 100402 Sdays O00l 
1Vi8O2 «112202 Sdays OOM 
010603 O1/1003 Sdays 000 
022403 022803 Sdays 0004 
03103 O40403 Sdays 0005 
060203 060603 Sdays 0006 
070703 O7/1103 Sdays 0007 
08/2503 08/293 Sdays O00 
FY 04 

To be determined. 


Minimum/Maximum: |/|2 


Tuition: $1 380 
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INTRODUCTION TO 
MS ACCESS 2000 
Course Code PS350 


This is a beginner course in Microsoft's 


version of database management. This | 


course 1s designed for those with little or no 
experience in Access. The course provides 
a foundation for defining the elements of a 
database and their relational functions. 
Students will create databases, tables, and 
select queries. Basic forms and reports will 
also be created. 


Participants learn to: 
* Define and identify the elements of an 


Audience: 
Any employee who needs to use the 
relational database feature for database 


Management. 


Prerequisite: ' 
Introduction to MS Windows NT, 4.0 
(PS201). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY03 

10702 100802 2days Oi 
102202 '02M02 2days OM 
1172502 112602 2days WB 
120202 120M2 22days (0 
01083 §=«(OV/I003 = 2days)§=—s 0S 
012703 012803 2days 006 
O71I003 OVIIN3 2days 07 
022" 22103 2days CWB 
OVI“ OVIINS 2days OD 
00803 OCS 8 2days Wl 


Begin End Length Section 
FY 03 

|—6MO1AB =042238 Ss 2days) (ll 
050603 O50703 2days Wi2 
05/2703 05/7803 2days WiI3 
062303 062403 2days Wi4 
070703 O70803 2days IS 
072103 072203 22days WI6 
080503 080603 2days WI7 
090203 OAM3 days WIS 
09/1503 O8/1603 2days WI9 
0972903 093003 2days WN 
FY 04 
To be determined. 
Minimum/Maximum: |/|2 
Tuition: $550 


WORKSHOP MS ACCESS 2000 


Course Code PS353 


This one-day workshop focuses on 
Department of State Bureau/Office project 
issues related to the Access 2000 application. 
Major emphasis is centered on creating 


_ practical solutions to real problems. Topics 


will be drawn from questions derived from 


_ the IRM Customer Center and from 
_ questions and/or evaluations recruited by 
_ members of the IMT staff. 


_ Participants learn to: 
_ © Effectively use Access 2000 to accomplish 


project-specific tasks. 


Audience: 
_ Department of State employees seeking 


solutions to specific issues dealing with 


projects and office-related applications. 


Prerequisite: 
None. 


Recommended Preparation: 
Introduction to MS Access 2000 (PS350) 
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INTERMEDIATE MS ACCESS 2000 
Course Code PS351 


This two-day course teaches intermediate 
database management skills. It is intended 
for database users with at least three months 
experience in using MS Access 97 or 
MS 2000: 


Participants learn to: 

* Modify tables. 

* Create advanced and action queries. 

* Design forms using combo and list boxes 
* Create advanced reports. 

* Use database utilities. 


Audience: 
Experienced database users. 


Prerequisite: 

Introduction to MS Windows NT, 4.0(PS201) 
and Introduction to Access 97 (PS250) or 
Introduction to Access 2000 (PS350). 


Recommended 
Four or more weeks actual use of 
MS Access 2000. 





COMPREHENSIVE MS ACCESS 
2000 
Course Code PS352 


This comprehensive five-day course is 
designed for participants interested in 
getting the most out of Access 2000, 2s well 
as those wanting to obtain the Méacrosoft 
Office User Specialist (MOUS) certification. 
Participants will learn all the core features of 
this application. Major topics include: 
planning and designing databases, building 
and modifying tables, building and 
modifying forms, viewing and organizing 
information, defining relationships, 
producing reports, integrating with other 
applications, and using Access 2000 tools. 
Upon completion of this course, the student 
should have developed the skill sets 
necessary to successfully pass the Core 
Access 2000 MOUS exam. The Microsoft 
Access 2000 MOUS exam is an industry 
standard benchmark to measure an 
individual's skills and abilities related to the 
application. To successfully complete and 
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receive credit for this course the student 
must pass the Microsoft Access 2000 MOUS 
core certification exam. 


Audience: 

All government employees requiring an in- 
depth knowledge of Access 2000 and/or 
government employees pursuing the 
Microsoft Access 2000 MOUS certification. 


Prerequisite: 
None. 


Recommended Preparation: 

Introduction and Intermediate Access 2000 
(PS250 and PS350) and/or Microsoft Office 
2000 Week (PS320). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY03 

10402 («LIOR Ss Ss days ODI 
182 «IViIMO2 = = § S days Oo02 
OvIW03 § OYI403 = S$ days 0008 
0OV2403 OV2R03 8 5 days 0004 
OS1903 OS/2M03 = 5S days 0005 
062403 O82703 5 days 0006 
O8O403 OR0OB03 865 days 0007 
(82203 O63 5S days QO08 
FY 04 

To be determined 


CABLEXPRESS FOR END USERS 
Course Code PS284 


This one-day course is designed to introduce 


students to the desktop telegram 
distibution system for the Department of 


State. Students will learn the overall 


functionality of CableXpress, including 
steps on how to view, read, forward, 


* Create local cable databases. 
* Organize the CableXpress desktop 
(Workspace). 


Audience: 


Any employee who drafts telegrams for the 
Department of State and overseas posts. 


Introduction to MS Windows NT, 4.0 


(PS201). 

Recommended Preparation: 
Expenence creating cables. 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1WOI02 Ss KIA ~—Ssi: day 0001 
1wiSM2 WVISA2 = | day oo02 
121002 «—«1OR21AR_~—sii day 0008 
1302s 1OOD—S=siI day 0004 
1visM2 IVISA2 = I day 0005 
1/2502 == N/2SA2~—s i day 0006 
1W0402—s« 1 2AM sit: day 0007 
ivieO2 iiIGM2 ~~ | day 0008 
01003 «(010M sit day 0009 





Schedule of Courses 121 








Begin 2 End Length Section | INTRODUCTION TO 


FY MS EXCEL 2000 

OviMS OVIMB Iida Wi Course Code PS370 

012103 O12103 iday Wil 

012903 (01293 liday Wl This is a beginner's course in MS Excel 2000 

0703 (QATAR ida Wi3 electromic spreadsheet. Students learn to 

o7ises OVI iday WOM create, edit, format, and pn 

022703 Q27A3 iday WIS spreadsheets. Intended for those with little 

RAS OMB Ida Wb or no experience in MS Excel 97 or 

a oviInds OVIONS ida Wi MS Excel 2000. 

OV1I703 OVITAB «iday Wis 

Ov2803 OV2R03 «6Ulday)=6I9 learn to: 

OOS OOS «(UCiday «=D ¢ Create worksheets for calculating data. 

02108 2103 Idy Wi ¢ Work with simple formulas and functions. 

CONS OS iday 2 ¢ Format text, numbers, and cells. 

082703 OS2703 ida 3 * Set up the worksheet for printing 

005903 O60K3 iday 4 

W113 OWIIAB Iiday 25 Audience: 

aa pene 7~ ms Any employee who needs to use a 

06/27 spreadsheet for calculating numencal data 

O72M3 ORMB ida iy 

OWII03 OBIINS iday (0 Prerequisites: 

08/2803 082803 Iday BI Introduction to MS Windows NT, 4.0 

WARS OWABUG iday G2 (PS201). 

i iday (33 

O73 OVITAB iday (sM Schedule: 

02203 W203 iday is 

092903 092903 ida om —~amusdpm 

FY 04 

Sesermined Dates: 

ae , Begin End Length Section 

Minimum/Maximum: ©! 2 wT 
1noernn2 WI 2 days) «= OI 
102402 102502 days OM 

Rae S18 120502 120602 2days 0003 
IWie2 IVITA2 days Wh 
Ovi403 (OVISOS3) = 2days)§«6«0S 
019003 «(013103 = 2days 6 
Ov1203 OIMe days GW) 
Ovs403 «OMS 02 days )§=6«O 
OVIMG OVI403) 2days OD 
0V2403 OV2503 2days Wil 
Ow1003 «= OWIINB Ss 2 days”) = Wl 
02M3 02403 days Wl 
OES «(OSS =o 2 days) = 3 
O23 «O03 «6 days )§=64 
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WORKSHOP MS EXCEL 2000 
Course Code PS373 


This one-day workshop focuses on 
Department of State Bureau/Office proyects/ 


the IRM Customer Center and from 
questions and/or evaluations recruited by 
members of the IMT staff. Upon completion 
of this workshop, the participant should be 
able to effectively use Excel 2000 to 
accomplish project-specific tasks. 
Audience: 

Department of State employees seeking 
solutions to specific issues dealing with 


Prerequisite: 
None. 


Recommended Preparaton: 
Introduction to MS Excel 2000 (PS370) and/ 
or Microsoft Office 2000 Week (PS320). 


Schedule: 
9:00 a.m. to 4:00 p.m. 


ic} learn to: 
* Work with multiple worksheets and 


Prerequisite: 

Excel 97 for Windows (PS270) or Excel 2000 
for Windows (PS370), aad Introduction to 
MS Windows NT, 4.0(PS201). 
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‘ ~ ~ 
7 ~ ‘ 


Recummended Preparation: 

Four or more weeks of actual expenence in 
the use of MS Excel 2000. 

Schedule: 

9-00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1VW21M2 «622A Sol days) «6 
O03 O1OMB days GM 
O0MS O0603 days WB 
OVISO3 §=6(OVISNS) «6 days)§=6—6 
Os0803 OSES days 05 
063003 O7MI03 days 6 
I203 OWIMS days G7 
O91G03 O9/I703 2days ORB 
FY 04 

To be determined. 
Minimum/Vlaximum: | /| > 

Tuition: $550 


COMPREHENSIVE MS EXCEL 2000 
Course Code PS372 


This comprehensive five-day course ts 
designed for participants interested in 
getting the most of Excel 2000, as well as 
those wanting to obtain the Microsoft Office 
User Specialist (MOUS) certification. 
Pi rticipants will learn all the core features of 
with cells, working with files, formatting 
worksheets, page set up and pninting, working 
with worksheets and workbooks, workung with 
formulas and functions, and using charts and 
objects. Upon completion of this course. the 


MOUS exam is an industry standard 
benchmark to measure an individual's skulls 


and abulites related to the apphcanon. To suc- 
course the student must pass the Microsoft 
Excel 2000 MOU'S core ceruficabon exam. 


Audience: 

All government employees requiring an in- 
depth knowledge of Excel 2000 and/or 
government employees pursuing the 
Microsoft Excel 2000 MC US certification. 


Prerequisite: 
None. 


Recommended Preparation: 

Introduction and Intermediate Exce! 2000 
(PS270 and PS370) and/or Microsoft Office 
2000 Week (PS320). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

12802 «CL IAIAR Ss S days UDI 
1202) 12 SSS: days (LY 
AMS O73 5 days 0008 
OVI703 OM21I03 5S days O0D4 
OVi203 OS1IG03 5 days Oo0s 
wvIG0S 062005 5 days 0006 
072803 OBOI03 5 days oou7 
OiS0S O/I93 $5 days OOOR 
FY O04 

To be determined. 

Minumum“iaximum: 4 | > 

Tuition: $/ 380 
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OPENNET PLUS & THE INTERNET 
Course Code PS218 


This course is a focused one-day 
introduction to OpenNet Plus and the 
internet. A history of the Internet and the 


OpenaNet Plus and Intranet is presented 
along with retneving information through 
search engines and other Intra/Internet 
resources. Throughout the class emphasis 
1s placed on the Department's standard 
browser and Internet Explorer 5.x. The 
Department of State's secunty policy will be 
covered. Hands-on lab ume will be provided 
to reinforce concepts. 

cipants learn to: 

© Dustingursh between the vanous Internet 

resources. 


* Become familiar with the State 
Department's OpenNet Plus and Intranet 
and its usage. 

* Understand the Microsoft Internet 
Explorer 5.x browser intertace. 

* Complete searches on the OpenNet Plus 
and Internet. 


* Understand the State Department's policy 
on security. 


Audience: 

Thrs course 1s designed for those who want 
to become familar with the Department of 
State's OpenNet Plus on Intra/Internet and 
to understand related securnty issues. 


Introduction to PC/Windows (PS201 ). 


Schedule: 
200 am. 04:00pm. 


Gute 


SF5FSESZERSEESERE | 


FSeeeeeeeseeseese 3 


INTERNET FOR POWER USERS 
Course Code PS318 


This one-day course 1s dedicated to taking 
full advantage of the Internet Explorer 
skills on the Internet. Students will learn 
how to interact with the IE browser, 
subscribe to web sites, learn advanced 
printing techniques, subscribe to Active 
Channels, and build upon their existing 
search skills. An explanation of the 
Department of State's Intranet 1s reviewed 
search engines and other Internet resources. 
Hands-on lab time will be provided to 
reinforce concepts. 
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learn to: Mingmum/Macdamam: ‘/* 
¢ Send a web page by e-mail. 
* Learn advanced printing techniques. Tuition: $280 
* Subscribe to a web site. | 
* Use Shortcuts to manage subscriptions _ 
and | 
Find and subscribe to an Active Channel. WEB DEVELOPMENT 
Search by specific language FUNDAMENTALS 
Search reference matenals. _ Course Code PS418 
Audience: This four-day class will cover the 


This course is taslored for the end-user who 


will have access to the Internet or the | 


Prerequisite: 

Introduction to the Internet (PS218) and 
Introduction to MS Windows NT, 4.0 
(PS201). 


Recommended Preparation: 
Four or more weeks of expenence using the 
Internet. 


Schedule: 
9:00 a.m. to 4:00 p.m. 


SSSERSSRSEEE f 


feeeseeesees 2 


fundamental skills needed to create and 
modify a web site. Students will gain an 
understanding of using HTML to create web 
pages, learn how to view and analyze sites 
on the Internet, create web sites with 


¢ Use Microsoft FrontPage to create a web 

¢ Understand basic web site design. 

¢ Understand the Department's regulations 
for Internet and Open Net sites. 


Audience: 
Personnel assigned to creating or 


maintaining a web site for the Department's 
Intranet. 


Prerequisite: 

Introduction to the Internet (PS218) and 
Introduction to MS Word 97 (PS232) or 
Introduction to MS Word 2000 (PS332) and 
Introduction to MS Windows NT, 4.0 
(PS201). 


Recommended Preparation: 
ae 


Internet and formatting documents 


Schedule: 
9:00 a.m. to 4:00 p.m. 
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SSEGHERRGEEE | 


This course covers four of the major 
functions and operations of the Outlook 
personal information management package. 
The course explores other features of 
Outlook that help you manage your files, 
folders, and system resources. 


| 
: 


* Manage files, folders, and system 
resources. 


Audience: 
Any employee who needs to use Outlook 
as an e-mail chent. 


Prerequisite: 
Introduction to MS Windows NT, 4.0 
(PS201). 


SSSSESRREERE f 


SEeeeeeeeese 2 


MS OUTLOOK 2000 
Course Code PS391 


This one-day workshop focuses on 
Department of State Bureau/Office proyects/ 
issues related to the Outlook 2000 
application. Mayor emphasis is centered on 
creating practical solutions to real problems. 
Topics will be denved from questions from 

















a 
solutions to specific issues dealing with 


proyect- and office-related applications. 


Prerequisite: 
None. 


Recommended Preparaton: 
Introduction to MS Outlook 2000 (PS398) 
and/or Microsoft Office 2000 Week (PS320). 


Schedule: 
9-00 a.m. to 4:00 p.m. 


Dates: 
Begin End 
FY 03 

1wown2 


gece f 


COMPREHENSIVE 
MS OUTLOOK 2000 
Course Code PS390 


This comprehensive five-day course is 
designed for participants interested in 
getting the most out of Outlook 2000, as well 
as those wanting to obtain the Microsoft 
Office User Specialist (MOUS) certification. 
Participants will learn all the core features of 
this application. Major topics include: 
communicating, managing Messages, using 
the calendar, navigating effectively, 


recording contacts, defining tasks and | 


notes, and integrating Office Applications 
with Outlook 2000 components. Upon 
completion of this course, the student should 


MOUS exam is an industry standard 
benchmark to measure an individual's skills 
and abilities related to the applicanon. To 
successfully complete and receive credit for 
this course the student must pass the 
Microsoft Outlook 2000 MOUS core 
certification exam. 


Audience: 

All government employees requiring an in- 
depth knowledge of Outlook 2000 and/or 
gover) ment employees pursuing the 
Microsoft Outlook 2000 MOUS certificanon. 


Recommended 
Introduction and Intermediate Outlook 2000 
(PS 398) and/or Microsoft Office 2000 Week 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 

iviwo2 i222 Sdays Gl 
OMS =OMTAS Sdays Gm 
oS CIM Sdays Gs 
owiaos (2205 Sdays Oe 
FY 04 

To be determined. 
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charts 


° Assign resources and costs to your 
* Create and modify project calendars 
¢ Control and update project progress 
° Create and customize reports 
Audience: 

Those employees engaged in managing 
projects. 

Prerequisite: | 
Introduction to MS Windows NT, 4.0 | 
(PS201). 

Recommended 
Fasmhanty with MS Excel. 

Schedule 

90am. 04:00pm. 

Dates 

Begin End Length Section 
FY@ 

wie. WIR jdays OD 
W252 «(127A jays )«=6O 
O23 OA 6 days «6 
C25 D605 jdays) «6M 
VIG OVS jays )«=6OS 
we (OS (days «6 
One ONG I Idays GG 
293 (GAS jdays GE 
FY 





Prerequisite: 

Introduction to MS Windows NT, 4.0 
(PS201 ). Introduction to Word 97 (PS232) or 
Introduction to Word 2000 (PS233) is 

















Begin End Length Section 
FYG 

12008 O23 ldays Gs 
01003 ONG ldys CG 
nos 075 days Gs 
M23 W203 days Gy 
wis GIN ldays Wi 
OOS OMG ldays Wil 
wins O81803 days Wi 
oONS GOI ldays WW 
wiees OIS03 ldays WM 
wits GWiMS days WIS 
wists GIR days Wi6 
CNIS O7183 ldays Wi 
C3103 GOW ldays Ws 
@wi4eeG «6«OWISAS) =Ol days )= = — 9 
OS DING days GD 
FYO4 

To be determined. 
MingmumMaximum: | | > 

Tuition: $550 

WORKSHOP 

MS POWERPOINT 2000 

Course Code PS343 


This one-day workshop focuses on 
Department of State Bureau/Office proyects/ 
issues related to the PowerPoint 2000 
application. Mayor emphasis 1s centered on 
creating practical solutions to real problems. 
Topics will be drawn from questions from 
the IRM Customer Center and from 
members of the IMT staff, Upon completion 
of this workshop. the participant should be 
able to effectively use PowerPoint 2000 to 


Audience: 
Department of State employees seeking 
solutions to specific issues dealing with 


proyect- and office-related applications. 


Recommended Preparanton: 
Introduction to MS Outlook 2000 (PS398) 
and/or Microsoft Office Week 2000 (PS320). 


Schedule: 

9:00 am. 04:00 p.m. 

Dates. 

Begin End Length Section 
FYO3 

12102 «(WIA :—SCsit day ao! 
02403 «6012403 sit day oom 
wi408 «Owl4eS ss! day 008 
Boos «Oe CI day 004 
POS WAM ss! day onns 
MinsmumMaximum: + | - 

Tuition: $280 





creating 
presentations using advanced clip art 
editing. chart editing techmques, creating 
speaker's notes and handouts, importing 
techniques. Participants will practice 
advanced slide timings and prepare then own 
umque presentations. 


Participants learn to 

* Use advanced clip art edits 
* import/export slides to/from 

° Use advanced timings for presentations 

* Ediutchw’ ©” 

* Cres” [ee atetn 
butto 


features. 


Audience: 
Employees who actively prepare PowerPoint 











Prerequisite: 

Imroduction to PowerPowt 97 (PS240) of 
Intraduction to PowerPount 2000 (PS340) and 
Introduction to MS Windows NT. 4.0 
(PSM). 





Recommended Preparation: 
Four or more weeks of actual use of MS 


qgegeied | 
SaGREERE | 








MS POWERPOINT 2000 
Course Cade PS 342 


This comprehensive five-day course 1s 
designed for participants interested in 


getting the most out of PowerPort 2000, as 
well as those wanting to obtain the Microsoft 
Office User Specialist (MOUS) certification. 
Participants will learn all the core features of 
this application. Major topics include 
creating a presentation, modifying a 
presentation, working with text, working with 
visual clements. customizing a presentation. 





cTeatung output. delivering a presentation. 
and managing files Upon complenon of this 
course. the student should have developed 
the skill sets necessary to successfully pass 
the core PowerPount 2000 MOUS exam. The 
Microsoft PowerPoint 2000 MOUS exam 1s 
an industry standard benchmark to measure 
an individual's skills and abilines related to 
the application. To successfully complete 
and receive credit for this course the student 
must pass Microsoft PowerPoint 2000 


MOUS core certification exam. 
Audience: 
All requiring an in- 


2000 (P'S340 and PS341) and/or Microsoft 
Office 2000 Week (PS 320). 


gesgeees 3 
saeaseee { 
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INTRODUCTION TO 


MS WORD 2000 
Course Code PS332 
This is an introductory course in this popular 
Windows-based word package. 


The students will produce typical office 
documents as well as manage their files. 
Intended for those with little or no experience 
in the MS Word environment. 


Participants learn to: 


WORKSHOP MS WORD 2000 
Course Code PS331 


This one-day workshop focuses on 


Department of State Bureau/Office projects 
issues related to the Word 2000 application. 


Major emphasis is centered on creating 


__ practical solutions to real problems. Topics 


_ Customer Care and from 


will be drawn from questions from the IRM 
ions and/or 


| evaluatious recruited by members of the IMT 


* Identify the basic elements of the Word | 
_ use Word 2000 to accomplish project- 


screen. 
* Create and save documents. 
¢ Edit, format and print documents. 
* Use of spell check, headers & footers, 
* Manage document files. 


Audience: 


Employees whose office is working in MS 
Word 97 or MS Word 2000. 


Prerequisite: 
Introduction to MS Windows NT, 4.0(PS201). 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

10102 100202 2days Wil 
102402 102502 2days OM 
ivWi202 IVWiIM02 2days WB 
OVIG03 = OV/ITA3) 8 2days 04 
07/1803 O2V1903 22days 05 
OVI003 «~=OVIIAS) = 2days W006 
OVISAS OW1G03 2days O07 
OS/1203 OVIMSG 2days GB 
063003 O7AIA3 2days OD 
OWIM3 OWI403 2days WI0 
FY 04 

To be determined. 
Mingmum/Maximum: |/|2 

Tuition: $550 


staff. Upon completion of this workshop, 
the participant should be able to effectively 


specific tasks. 


Audience: 

Department of State employees seeking 
solutions to specific issues dealing with 
project- and office-related applications. 


_ Prerequisite: 
_ None. 


Recommended 


Preparation: 
Introduction to MS Word 2000 (PS332) and/ 
or Microsoft Office 2000 Week (PS320). 


Schedule: 

— 9:00am. to 4:00 p.m. 

Dates: 

_ Begin End Length Section 
FYOB 

10102 =1WOIA2 ‘| day GOO 
OVIM3 OVIMB =I day go02 
040703 OM07TAB sii day 0008 
0772803 O7728A3 =| day 0004 
0/1103 OW1IAB | day 0005 
FY 04 

To be determined. 
Minimum/Maximum: 4/12 

Tuition: $280 
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INTERMEDIATE MS WORD 2000 
Course Code PS333 


This course is for experienced MS Word 97 
or MS Word 2000 users who wish to enhance 
their skills and knowledge level. Students 
will learn powerful formatting and editing 
techniques. Intended for those with basic 
experience using MS Word 97 or 
MS Word 2000. 


Participants learn to: 

* Create Auto Text entries. 

* Create and format Tables. 

* Use mail merge. 

* Create, use and modify styles. 

* Create, use and modify templates. 


Audience: 
Anemployee whose office 1s working in MS 
Word 97 or MS Word 2000. 


Prerequisite: 

Introduction to MS Windows NT, 4.0(PS20/) 
and Introduction to MS Word 97 (PS232) or 
Introduction to MS Word 2000 (PS233). 


Recommended : 
Four or more weeks of actual use of 
MS Word 2000. 


Schedule: 
9:00 a.m. t0 4:00 p.m. 


BSEREERE f 


COMPREHENSIVE 
MS WORD 2000 
Course Code PS330 


This comprehensive five-day course is 
designed for participants interested in 


_ getting the most out of Word 2000, as well 


as those wanting to obtain the Microsoft 
Office User Specialist (MOUS) certification. 
Participants will learn powerful formatting 
and editing techniques. Major topics 
include: working with text, working with 
paragraphs, working with documents, 
aligning text vertically, managing files, using 
tables, and working with pictures and charts. 
Upon completion of this course, the student 
should have developed the skill sets 
necessary to successfully pass the core 
Word 2000 MOUS exam. The Microsoft 


Word 2000 MOUS exam is an industry 
standard benchmark to measure an 
individual's skills and abilities related to the 
application. To successfully complete and 
receive credit for this course the student 
must pass the Microsoft Word 2000 MOUS 
core certification exam. 


Audience: 


All government employees requiring an in- 
depth knowledge of Word 2000 and/or 


government employees pursuing the 


_ Microsoft Word 2000 MOUS certification. 
_ Prerequisite: 


None. 


_ Recommended Preparation: 

_ Introduction and Intermediate Word 2000 
__ (PS 398) and/or Microsoft Office 2000 Week 
(S320). 


; 


9:00 a.m. to 4:00 p.m. 
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Length Section 

FY 03 

10702 1112 Sdays D0! 
10402 «1IAR02 )« Sdays «= OO 
01/1303 O1/I703 «Sdays 00088 
02/2403 02/2803 Sdays 0004 
041403 OW1803 Sdays 0005 
05/1903 05/2303 Sdays 0006 
07/1403 O7/1803 Sdays 0007 
08/18/03 08/2203 Sdays 0008 
FY 04 

To be determined 


PC/WINDOWS INTRODUCTION 
Course Code PS201 


The main focus of this course is on learning 
about the Windows multi-tasking operating 
system. Students will learn how to customize 
the Windows work environment. Other 
topics covered include how to secure your 
workstation, how to use the Windows 
Explorer to manage your files and how to 
maneuver the Accessones features. 
Students will work with file folders and share 
information among applications. Tips on 
creating shortcuts on the desktop and 
performing disk maintenance will be 
discussed. 


Participants learn to: 

* Manage the windows on the desktop. 
* Customize ‘he desktop. 

* Manage their files and folders. 

* Utilize the office short cut bar. 

* Use the find utility. 

* Create shortcuts. 

* Perform disk maintenance. 


Any employee whose office is using 
Windows NT. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

FY 03 

Begin End Length Section 
iWiS02 8611602 = 2 days 0001 
IWi202 «=1WiM2 = 2 days 0002 
010203 8010303 ~—s2 days 0003 
020403 020503 2 days 0004 
033103 O40103 2 days 0005 
OV0703 O40803 2 days 0006 
042803 04/7293 2 days 0007 
060903 O6/1003 2 days 0008 
072903 O73003 2 days 0009 
WARNS O/1003 2 days 0010 
FY 04 

To be determined. 

Minimum/Maximum: 4/ | 2 

Tuition: $550 


HTML PROFICIENCY 
Course Code PS422 


This two-day, intermediate-level course 
(PS418). The course covers a variety of 
techniques that can be used to create robust, 
highly functional Web pages. 


Graphic images often contain clickable areas 
that are used for navigation. Imagemaps 


IMG tag. Properly used, the IMG tag will 
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improve the speed at which pages become 
visible. Frames are another technique for 


controlling the appearance of the Web page. 


To bring a Web site to the next level of 
interactivity, a means of two-way 
communications is needed. Web forms 
permit the user to respond to the site. A 
vanety of elements are available to construct 
a form and a vanety of them are explored. 


Style sheets control the appearance of the 
Web page and bring HTML back to its 
original purpose as a mark-up language 
indicating structure. When ngorously used, 
style sheets can vastly simplify visual 
changes to a Web site. 
Participants learn: 
* Advanced tables, including nested tables, 
* Creating Web forms, including input 
types. 
¢ Working with framed Web pages. 
¢ Working with JavaScnpt and applets. 
* Designing Web pages using Cascading 
Style Sheets. 


Audience: 

This course is intended for employees 
responsible for the development or 
maintenance of a Web site. 


Prerequisite: 

Participants must have successfully 
completed Web Development Fundamentals 
(PS418) or provide a copy of a Web site that 
they created which demonstrates equivalent 
expertvse. That expertise includes formatung 
text, using hyperlinks, understanding page 
elements, and using tables. 


Recommended 
Participants should also have been actively 
working on Web pages for at least four weeks 
after completing Web Development 
Fundamentals (PS418). 


9:00am. t04:00p.m. 

Dates: 

Begin End Length Section 
FY 03 

103102 I1101A2 = 2 days guo! 
012703 O12803 8 2 days oon 
0V2403 OV2S03 = = 2 days ous 
06/1603 O6/1703 2 days 00D4 
MingmumMaximum: ‘| > 

Tuition: $550 


WEB SITE MANAGEMENT USING 
FRONTPAGE 
Course Code PS420 


managing Web sites. The course covers a 
vanety of skills that will help create a Web 
site. These skills include creating forms, 
designing frames, and making forms. The 
ultumate goal 1s to publish an effective Web 
needed to develop, test, and mantain a mult- 
level Web site, it also considers content and 


design. 


Participants learn to: 
* Use an existing Web site. 
* Create a structure for navigation. 


Use external style sheets. 
Use a database in a Web. 
Publish a Web. 
Develop a Web. 
Administer a Web. 
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Audience: behaviors. The course also touches upon 
This course is intended for employees _ the newer features available within HTML 4 


responsible for a Web site. standard, such as style sheets and layers. 
a me " - Partucipants Learn to: 
rer must have successfully ¢ Bunid a navigation bar. 
Fundamentals «+ 
(P5418) or provide acopy ofa Web sie that * Define head elements and meta tags. 





Preparation: 
Participants should also have been actively + Use libraries to manage repetitive 
working on Web sites for ai least four weeks. elements. 
° Make sites visible to automatic search 


engines 

9-00 am to 4:00 p.m. * Use style sheets and layers to control the 
of 

appearance of your pages. 
FYG Audience: 
Begin = End Length Section = This course is intended for employees 
iwiea IIA days = responsible for the development or 
OMe0S OMAR l2days GR mauntenance of a Web site 
oO" GWi00s 2 days anos 
OWI1N3 OWI «days «Prerequisite: 

Participants must have successfully 

Vingmum“Maximum: ‘|; Web Development Fundamentals 


(PS418) of provide a copy of a Web site that 


I 
Z 
j 
i 
bi 
i 


experuse That expertise includes formating 
elements, and using tables. 

WEB SITE MANAGEMENT | 

USING DREAMWEAVER Recommended Preparation. 

Course Code P5421! Participants should also have been actively 


working on Web sites for at least four weeks. 


This two-day, intermediate-level course — 

introduces the advanced concepts of Schedule : 
Dreamweaver and its tools for managing =: 7 00am © 4.00pm 
Web sites. The course builds upon the © 
knowledge gained in Web Development Dates: 
Fundamentals (PS418) and coversavanety Begin End 
of skills that will help create a Web site. 4 FYG 

These skills include the advanced Web-site 112602 I1/277A2 2 
creation features that are available in GQ20M3 G06003 2 
Dreamweaver, including libraries and §©=6s QS OSARAsiD 





136 Schedule of Courses 








Length Section 
ous 


Begn = End 


FY 03 
72403 O172508 


FY 
To be determined. 
Viingmum\taumum: \ | - 


Tuition: $550 


2 days 


WEB SITE ACCESSIBILITY & 
USABILITY 
Course Code PS427 


Thes two-day. intermediate-level course ts 
designed for Web authors and Web 
developers interested in learning or 
reviewing some important principles of 
design. This course also imparts 
understanding of the Web accessibility 
requirements of Section SO8 within the 


context of good design techmque. 


The focus of the course ts on important 
principles of design. These principles 
enhance the usability and accessibility of 
Web sites. The course explores several 
pattalls of Web design and shows how to avosd 
them. The course prevents a vanety of design 
ups and guidelines that can and should be 
used. These guidelines include the effective 
use of umages. formatting, and color. 


Emphasis is placed on writing “good” 
HTML code. Rigorous adherence to 
published HTML standards enhances both 
usability and accessibility A well-designed 
page ts a user-fnendly page. 


This course focuses on what the viewer sees, 
rather than how the content 1s generated. 
Examples and exercises use static Web 
pages. Database-driven sites involve 
additional design approaches that are 
beyond the scope of this course, however, 


the concepts in this course still apply to 


dynamic content. 


Partocipants learn: 

© The need to create accessible Web sites. 

© The value of organization and discipline 
in developing Web sites. 

© Techniques that enhance usability and 
many common problems in Web design. 

* Designs that put focus on content and 
uuihize effective navigation techmques. 

© The appropriate use of formatting. color, 
images, and effects. 

* The benefits of valid HTML 4.0 code and 
the usefulness of Cascading Style Sheets. 


Audience: 

This course is intended for people 
responsible for the development or 
maintenance of Web sites. 


Prerequisite 

Participants must have successfully 
completed Web Development Fundamentals 
(PS418) of provide a copy of a Web site that 
they created which demonstrates equivalent 


expertse. That expertise includes formatting 


text, using hyperlinks, understanding page 
Schedule: 

900 a.m. to 400 p.m. 

Dates: 

FYOS 

Begin End Length 

Section 

12202 =WW2M2 = o2 days goo! 
OVIGOS = OVITAS = 2 days Qoo2 
OVI203 )=6(OVIMB = 2 days 00038 
OAS OAM 2 days O0D4 
FYO4 

To be determined. 

MirumumMaximum: ‘|? 

Tuition: $550 
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SIPRNET & INTELINK-S 
Course Code PS216 


This half-day second level course is 
designed for all Department of State 
personnel. Parucipants will learn to access 
and navigate the SIPRNet program in order 
to communicate with foreign affairs and 
aaieen comme gules Seen Se 
United States Government. The Intelink 
portal provides government-wide access to 
information and data and supports a full 
range of information dissemination and 
related services. 


The instruction will focus on the vanety of 
methods that can be used to find up to date 
information classified up the SECRET level. 


Participants learn. 

* The benefits of being able to access 
SIPRNet. 

* The techniques for quickly accessing the 
information available. 

* The use of browser icons to facilitate 
Intelink-S searches. 
¢ How to search Intelink information space 
for specific documents and produce the 


This course is intended for employees 
responsible for keeping up with secret-level 
world events and who would benefit from 
shanng informanon, related to foreign affairs. 
with national secunty partners. 
Clearance: 

SECRET 


Recommended Preparation: 
Completion of a PC/Windows Introduction 
(PS201. PSSO!, or PS6O1) course is 
recommended 


Schedule: 
Half day: 9:00 a.m. to 12:00 noon or 1:00 p.m. 
to 4.00 p.m. 


BEEEEEEEEE 


11/1802 


End Length Section 
10/0302 ¥2day OUD! 
1/002 ‘2 day C002 
1/0402 ‘2 day 0003 
10/04/02 2 day (004 
1/0702 2 day O00S 
10/0702 4 day 006 
1/08/02 2 day 007 
1008/02 ‘2 day O08 
1/0902 ‘2 day 0009 
1Q/09A02 2 day ODIO 
1/1502 Ya day ODI! 
10/1502 4% day ODI2 
10/1602 % day O13 
1/1602 ¥2 day OD14 
10/1702 ¥2 day ODIS 
10/1702 ¥2 day ODI6 
10/1802 Ya day 0017 
10/18/02 % day ODI8 
10/2102 ¥2 day ODI9 
10/2102 ¥2 day 0020 
10/2202 ¥2 day G02! 
10/2202 ¥2 day 022 
10/202 2 day 0023 
10/202 “2 day 024 
1029002 ¥2 day 025 
10/2902 Ye day 0026 
103002 2 day 0027 
10/9002 2 day (028 
1031402 “4 day 0029 
1031402 42 day 0030 
1/02 % day 0031 
1OIN2 % day 0032 
1/0402 % day 0033 
11/0402 “2 day 0034 
11/002 % day 0035 
11/0802 % day 0036 
11/0602 4% day 0037 
11/0602 % day 0038 
10702 Ye day 0039 
11/0702 ¥2 day 0040 
1/1402 % day 0041 
1/1402 % day 0042 
1V/IS2 “day 0043 
11/1SA02 Ye day O04 
1/1802 % day 0045 
1/1802 Ye day 0046 
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FY FY 

900am IVICA? IVIDR Ywday O07 1:00pm 01/203 01/203 “day G4 
1:00pm 11/ISO2 11/192 “day WS 900am 01/2403 01/2403 2 day 0095 
900am 112002 11202 wday 08 1:00pm 01/2403 01/2403 42 day 0096 
100pm 112002 112002 wday OS 900am 01/2743 01/2703 ¥2 day O97 
90am 11/2502 112502 Yday 5! 1:00pm 01/2703 01/2703 2 day O88 
1:00pm 11/2502 11/2502 “day 2 900am 01/28/03 01/2843 %2 day 0099 
900am 11/2602 112602 “day 053 1:00pm 01/2803 01/2803 ¥2 day 0100 
1:00pm 11/262 11/2602 “day Os 01/2903 01/29/03 ¥2 day 0101 
900am 120242 120202 “day O55 1:00pm 01/29/03 01/29/03 42 day 0102 
1:00pm 120242 120202 day 0% 9:00am 0210M03 02/003 42 day 0103 
900am 120M 120M2 day 0057 1:00pm 020303 02/003 42 day 0104 
110pm 120M 12002 2 day OS 900am 02/0403 02/04/03 2 day 0105 
900am 120402 120402 day 09 1:00pm 02/0403 02/0403 ¥2 day 0106 
100pm 120402 120402 “day O60 900am 02/05/03 02/05/03 42 day 0107 
900am 12082 120902 day 6! 1:00pm 02/05/03 02/05/03 “2 day O18 
1:00pm 1209802 120902 “day Oh 9:00am 02/06/03 02/06/03 42 day 0109 
900am 12/1002 12/1002 “day 63 1:00pm 02/0603 02/0603 “2 day 0110 
1:00pm 12/1002 12/1002 “day O04 900am 02/0743 02/0703 ¥2 day Oil! 
900am 12/112 12/1102 “day 0065 1:00pm 02/0703 02/0703 “2 day O112 
1:00pm 12/112 1YII2 “day 0066 900am 02/1003 02/103 “2 day 0113 
900am 12/12A2 12/1202 % day 067 1:00pm 02/10/03 02/10/03 ¥2 day 0114 
1:00pm 12/1202 12/1202 “day O08 900am 02/11/03 02/11/03 “day O115 
90am IYIM2 IYIM2 “day Ge 1:00pm 02/1143 02/1103 “day 0116 
1:00pm 1Y1M2 IYIM2 “day WN 900am 02/1203 02/1203 “2 day O117 
900am 12/1602 12/1602 “day 7! 1:00pm 02/1203 02/1203 “2 day 0118 
1:00pm 12/1602 12/1602 “day 72 9:00am 02/20/03 02/20/03 42 day 0119 
900am IYI7TA2 1YI7A2 “day WT 1:00pm 02/2003 02/2003 “2 day 012 
1:00pm I2/17A2 1YVI7TA2 Yeday W74 9:00am 02/2143 02/21/03 2 day 012! 
900am 12/182 12/1802 “day O75 1:00pm 02/2103 02/2143 “2day 0122 
1:00pm 12/1802 12/1802 “day 76 900am 02/2403 02/2403 Ye day 0123 
9:00am 01/0303 01/003 % day 0077 1:00pm 02/2403 02/24/03 “2 day 0124 
1:00pm 01/0403 01/003 “2 day 0078 9:00am 02/2503 02/25/03 “2 day 0125 
900am 01/09/03 01/093 “2 day WY 1:00pm 02/25/03 02/25/03 ¥2 day 0126 
1:00pm 01/09/03 01/09/03 2 day O0BD 9:00am 02/263 02/26/03 42 day 0127 
9:00am 01/1003 01/1003 Ye day BI 1:00pm 02/26/03 02/26/03 “dav 0128 
1:00pm 01/10/03 01/1003 4 day O0K2 9:00am 02/2703 02/27/03 ¥2 day 0129 
9:00am 01/1403 01/1403 “day O83 1:00pm 02/2703 02/2713 Y2day 01% 
1:00pm 01/1403 01/1403 “day OOM 9:00am 02/28/03 02/28/03 “2 day 013) 
9:00am 01/1403 01/1443 % day OURS 1:00pm 02/28/03 02/28/03 “2 day 0132 
1:00pm 01/1403 01/1403 % day (0R6 9:00am OM0S03 OM0SI03 Ye day 0133 
9:00am 01/15/03 01/1513 “day (087 1:00pm 0305/03 OM0S/(03 Ye day 01M 
1:00pm 01/15/03 01/1543 % day OBS 9:00am OM0603 OM0GDS Ye day 0135 
9:00am 01/1603 01/1603 4 day OB 1:00pm 00603 030603 Ys 01% 
1:00pm 01/16/03 01/1603 % day (080 9:00am 03407403 03407403 Ye day 0137 
900am 01/1743 O1/1703 “day WP 1:00pm 0307403 00703 “day 018 
1:00pm 01/1743 O1/1703 “day OR 900am OVIO03 OVIODS “day 019 
9:00am 01/2403 01/2403 2 day 0093 1:00pm OV1003 OVIOS % day 0140 
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‘ ~ 
. . SA ‘ 


Tee Begm End Length Sechon 


03/1 1403 03/1 1403 ¥% day 
03/1 1403 03711403 ¥2 day 
031203 01203 % day 
031203 O¥1203 Y% day 
OVIGO3 031903 % day 
OWIWO03 0319103 “2 day 
03/20/03 0320003 % day 
03/20/03 0320/03 “2 day 
03/21/03 0321403 “ day 
03721403 03/21/03 ¥2 day 
03/24/03 0324403 “2 day 
03/24/03 0324403 “% day 
03/2503 0825/03 Y2 day 0153 
03725403 03725003 ¥2 day 0154 
03/26/03 02603 Y2 day O155 
03/26/03 0826003 “2 day 015 


Ol) 


OLS 
01S! 
O1S2 


0440903 04/09/03 2 day 0170 
O4/10403 04/10/03 “2 day 017! 
04/10/03 04/10/03 % day 0172 
04/11/03 04/1103 % day 0173 
04/1 1403 04/11/03 Ye day 0174 


04/1703 04/1703 Ya day 0178 
04/18/03 04/18/03 % day 0179 
04/1803 04/18/03 Y2 day 0180 
04/21/03 04/21/03 ¥2 day 018! 
04/2103 04/21/03 Ye day 0182 
04/2203 04/2203 ¥2 day 0183 
04/22/03 04/22/03 “2 day 0184 
OW/2W03 04/203 ¥2 day 0185 
04/203 04/2003 %2 day 0186 


Tune 

FY 

900 am 
1:00pm 
9-00 am 
1.00pm 
90D am 
1:00pm 
9:00 am 


100 pm 
100 pm 


Begin End Length Section 


OSW0LA3 OSADIN3 Ye day 0187 
OS/OL03 OS/DI/A3 ¥2 day 0188 
OS/02/03 OS/02N3 ¥2 day 0189 
OS/02/03 05/0203 % day 0190 
OS/OS/03 OS/0S/03 ¥2 day (191 
OS/0S/03 OS/0S(03 Y2 day 0192 
OS/0G/03 OSAIG3 2 day 0193 
OS/0G/03 OSAIGI3 “2 day 0194 
OS/07/03 OS/O7AI3 Y2 day 0195 
05/07/03 OSAI7/03 Ye day 0196 
OS/OB/03 OS/0B/03 Y2 day 0197 
OS/OB/03 OS/0BAD3 “2 day 0198 
OS/0S/03 OS/0803 Y2 day 0199 
OS/08/03 OSAIB03 ‘2 day (200 
OS/IS/03 OS/ISMN3 Y2day O20! 
OS/IS#03 05/15/03 Ye day 202 
OS/1G/03 OS/IG03 Ya day 0203 
OS/16/03 OS/1G03 “day 0204 
OS/I9/03 OS/I9/03 Ya day 0205 
OS/19A03 OS/19/03 Ye day 0206 
OS/20A03 05/2003 “2 day 0207 
0S/20403 05/20/03 2 day 208 
OS/21/03 OS/21/03 ‘2 day 0209 
05/21/03 05/21/03 Ye day 0210 


day 
06/16/03 06/16/03 M2 day 
06/17/03 06/17403 Ye day 
06/17/03 06/17/03 44 day 
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06/18/03 06/18/03 % day 
06/18/03 06/18/03 \2 day 
O06/2M03 06/203 Y2 day 
06/203 06/2303 Y2 day 
06/2403 06/24/03 “2 day 
06/24/03 U6/24/03 \2 day 
OG/25/03 06/25/03 ¥2 day 
O6/25/03 06/25/03 ¥2 day 
06/26/03 06/26/03 “2 day 
06/26/03 06/26/03 ‘2 day 
06/27/03 06/27/03 ¥2 day 
O6/27/A03 OG/27/03 2 day 
0630/03 0630/03 “2 day 
0630838 0630/03 ‘2 day 
O7AD1A03 O7ADLA03 2 day 
O7/)1/03 O7/D1/03 “2 day 
07/0203 O7AI203 “2 day 
O7AI03 O7AI03 “2 day 
O7/10003 07/10/03 “2 day 
07/1003 07/10/03 Y2 day 
O7/1 1403 07/1 1403 “2 day 
07/1103 07/1 1/03 “2 day 
07/14/03 07/14403 “2 day 
07/1403 07/14403 V2 day 
O7/1SA03 07/1503 2 day 
07/1503 07/15/03 “2 day 
07/16/03 07/16/03 2 day 
07/16/03 07/16/03 2 day 
07/1703 07/17/03 2 day 
O7/1703 07/17/03 2 day 
07/18/03 07/18/03 “2 day 
07/18/03 07/1803 2 day 
07724403 07/24/03 2 day 
07/2443 07/24/03 “2 day 
(7/25003 017/2S5/03 2 day 
07/2503 07/25/03 2 day 
07/28/03 07/28/03 V2 day 
O7/28/03 07/28/03 2 day 
07/2993 07/29/03 “2 day 
07/2903 07/29/03 V2 day 
07730003 07/30/03 “2 day 
07730003 07/30/03 V2 day 
OR/D4/03 OB/D4A03 “2 day 
OR/D4/03 ORAD4ADS “2 day 
OB/DS/03 OBADSAN3 2 day 
OB/OS/03 OBAISANS “2 day 


Teme Beg End Length Section 


(233 


SISISIGSS TEST SERRERRTGR EERE ERESES SEER EERE EREE 


1:00pm 


08/1 1/03 08/11/03 2 day 
08/1 1/03 08/11/03 42 day 
8/12/03 08/12/03 2 day 
08/12/03 08/12/03 2 day 
08/13/03 08/103 Ye day 
08/13/03 08/1303 % day 


09/10/03 09/1003 4 day 
O8/10/03 09/10/03 2 day 
09/16/03 09/16/03 2 day 
09/16/03 09/16/03 2 day 

09/17/03 09/17/03 Y* day 
09/17/03 09/17/03 “2 day 
9:00am 09/18/03 09/18/03 2 day 


09/18/03 09/18/03 “2 day 
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if0pn "AB BOMB Yd GW 
900an © - . GOMB*dy GH 
1f0pm &..AB BIMBYday GR 
an 2253 BIME Yds GG 
100pm 072503 092503 “day GM 
90am 0972603 0972648 % day 1535 
1:00pm 09/2603 092603 “day 3% 
FYO 

To be determined. 


Tuition: $/ 40 
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ORIENTATION TO OVERSEAS 
CONSULAR AND DUTY OFFICER 
RESPONSIBILITIES 
Course Cade PC 105 

For wformanon call (703) 302-7165. 


Foresgn and Civil Service employees of the 
Department of State and other agencies 
asuigned abroad. who can anvcipate serving 
a a post duty officer. should have sufficient 
tambhanty with consular work to provide 
emergency services to Amencan citizens and 
visa applicants. In addinon, every officer 
should be familiar with basic consular 


This three-day course provides this 
onentatiion through lectures, class 
discussion, videos, and role-playing 


° The importance of the pubic relations role 
of duty and consular officers. 

¢ The role of consular services within the 
context of post's mission and U S_ foreign 


pony 
| 


_ OPM Competencies Addremed: 
of Techmcal Creditility 


FS Precepts Addressed: 
| 7 Pectensional Eapertios 











Audience: 

Foreign and Civil Service officers of the 
foreign al lars agencies assugned abroad with 
consular titles, officers and specialists 
who expect to perform duty-officer 


(such a5 issuing visas, passports. or 


Section 
(oD! 
an 
on 
aos 
anos 
an06 
aon 
oo 
ao 
amo 
mi! 
@mi2 
my 
m4 
mis 
Ml6 
wi 














CONSULAR LEADERSHIP 
DEVELOPMENT CONFERENCE 
Course Cade PC 108 

For umformanan call (703) 302-7165 


These five day regoonal conferences. jountly 
sponsored by the FSI and the Burcau of 
Consular Affairs. provide continuing 
leadersiup traning to prepare mid-level 
consular officers for the semor Foreign 
Service. In addition to professional 
development. the conferences are designed 
to promote discussion of new ideas. 
processes and technology. and the 
application of “best practices” m diverse 
locales 


Participants learn to 

¢ Understand how service standards relate 
to the delivery of ngh-quality service. 

¢ Understand the role pumor and mid-level 
officers play in fostering i 
among Amencan and FSN colleagues. 

* Use the promotion precepts and the FSI's 
traaming continuum for career planning. 
counseling. and writing EERs. 

¢ Work effectively within the country team. 

° Effectively address personnel problems. 

* Motivate a aff to generate them own 
suggestions of locally appropriate best 





_ & Team Building 
_ ff Creativety and Innovation 
/ Service Motivation 





_ of Technology Managemen 
/ Vion 














tenured jumor officers and recently 
promoted semor officers. 


Schedule: 

Four regional conferences are held annually. 
FSI and CA will invite posts to nominate 
to cach workshop. DASs im the Consular 
Affairs Bureau will select participants based 
on responses from posts. 


Date. 

FY 

Begin 3=ss End Length Section 
120A 1ViM2 5 days (EAP) 
MAM (AHS 4 days (WHA) 
OVI703 GOV2IA8 S days (NEA/SA/AP) 
(SASS OSA 4 days (PLR) 
MinimurmMaximum: °{ >< 

Tuition: 4S) 
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REGIONAL CONSULAR OFFICERS 


WORKSHOP 
Course Cade PC 114 
For information call (703) 302-7165. 


Thes five-day workshop 1 offered every 
other yeas. Regronal consular officers who 
are already at post and have not attended 
the previous workshop may be able to 
attend at the Foreign Service Institute's 














Offered every other year at the Foreign 
Service Institute 
Will not be offered mn FYO} 


Mirmamum™Maoamum: ‘yy 
Tuition: $45) 


AUTOMATION FOR 
CONSULAR MANAGERS 
Course Cade PC 116 

For information call (703) 302-7165. 


This five-day course 1s designed to provide 
consular officers with the background and 


* Use the ACS application to process 
passports, Reports of Birth Abroad, 
Warden registrants, and other ACS 


services. 
* Produce visas from the Immigrant Visa 


apphcation 

* Demonstrate the use of the RDS and NIV 
applications to produce Machine 
Readable Visas. 

° Manage inventory control in the NIV. IV 
and ACS 

° Oversee and manage the Automated Cash 
Register Systern ( ACRS) application. 

* Interpret and analyze management and 
ore reports produced by the 


modernized apphcations 
* Identify and describe resources and 
references avaslable for consular staff and 


managers 
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Audience: 

Consular officers at any level who will have 
responsibility for managing consular 
sections using automated systems. 


Schedule: 

9:00 a.m. to 5:00 p.m., Room F4307. 
Dates: 

FY(B 

Begin End Length Section 
11/1802 112202 Sdays 001 
010603 O1/1003) Sdays OM 
0200M03 020703 Sdays WB 
OVI703 86032103 Sdays (004 
OV1403 «=OWIR03) = 6Sdays 005 
08/1903 052003 Sdays (006 
062¥M03 062703 Sdays (007 
OV07A3 §=O7/11N3 Sdays OB 
072803 O8MIN3 Sdays OD 
O8/1103 O8/1S03 Sdays Wl0 
O915S03 O8/1903 Sdays Wil 
Minimum/Maximum: 6/10 

Tuition: $450 


TASK FORCES AND 
CONSULAR POLICY 


Course Code PC119 


For information call (202) 647-5226, ask 


for the Coordinator of Crisis Management 


Training 


This course explains the organization and 
operations of a Department of State task 
force; provides detailed information on the 

and automated systems used by 
task forces; introduces consular policy 
issues relevant to task force work; provides 
stress management tips; and provides a 
practice task force scenario. 


Participants learn to: 

* Identify the roles and functions of a task 
force. 

* Work with the CA Task Force manual. 

* Identify the automated equipment, 
software, and other resources in the State 
Department Operations Center. 

* Implement USG laws and policies in task 
force work, including the Privacy Act and 
the No-Double-Standard Policy. 

* Handle working under stress. 





OPM Competencies Addressed: 
/ Interpersonal Skills 

/ Resilience 

FS Precepts Addressed: 

/ Adaptability 

/ Social Perceptiveness 











Audience: 

Foreign Service and Civil Service employees 
in the Bureau of Consular Affairs, and other 
employees with the appropriate security 
clearances who are interested in serving on 
task forces. 


Schedule: 


_ 8:45am. t04:00p.m., DoS Operations Center, 


Room 7516, Department of State. The course 
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will be offered several umes per year on dates 
to be determined by the Bureau of Consular 
Affairs. Pre-registration directly with the 


TASK FORCE lf CRISIS WORK 
Course Code PC 120 

For information call (202) 647-5226, ask 
for the Coordinator of Crisis Management 
Training. 


This course provides detailed information 
to consular employees who will staff Task 
Force Il, the component of a task force which 
deals with Amencans caught in crises abroad, 
as well as their families. Topics covered 
include: the role of Task Force Il; CRIS 
computer training, dealing with bereaved 
family members; and a practical simulation 
of Task Force II operations. 


Participants learn to: 

* Respond to inquines from family members, 
members of Congress and the press. 

* Understand the background behind 
consular policies relevant to Task Force Il 
work. 

* Effectively use the CRIS software. 

* Deal with bereaved family members. 


OPM Competencies Addressed: 
/ Interpersonal Skills 
/ Resilience 





FS Precepts Addressed: 


/ Adaptability 
/ Social Perceptiveness 











Audience: 

Foreign Service and Civ:! Service employees 
in the Bureau of Consuiar Affairs, and other 
employees with the appropriate security 
clearances who are interested in serving on 
Task Force Il. 


Schedule: 

8:45 am. 4:00 p.m., DoS Operations Center, 
Room 7516, Department of State. 

The course will be offered several times per 
year on dates to be determined by the Bureau 


of Consular Affairs. Pre-registration directly 
with the Coordinator for Cnsis Management 


Training of CA/OCS is required. 
Minimum/Maxiinum: 2/S0 
Tuition: No charge 


ADVANCED CONSULAR 
NAMECHECKING TECHNIQUES 
Course Code PC 126 

For information call (703) 302-7165. 


This four-day course is designed to provide 
consular officers with the background and 
skills needed to supervise and utilize directly 
the use of the Consular Lookout and 
Support System (CLASS) and its backup 
namechecking systems with maximum 
expertise. The course entails instruction in 
both namechecking theory and practice, as 
well as on linguistic factors that can bear 
directly on proper entry and evaluation of 
names. 


Participants learn to: 

* Master the rules for highest quality data 
entry to ensure optumum name matching. 

* Identify linguistic name structure and 
transliteration vanations, enabling them 
to spot anomalies and make better use of 
alternativ.-spelling aliases. 
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* Describe the technical infrastructure of | ASSISTING VICTIMS OF CRIME 


CLASS and its backup systems, as well 
as how they interact with other 
namechecking tools, and how these 


how CA namechecking systems 
for, identify, evaluate, rank-order, and 
return matches for user queries. 


¢ Evaluates namecheck results with the aid 
of advanced logarithmic and linguistic 
knowledge in the course. 


OPM Competencies Addressed: 
/ Accountability 
“Technology Management 


FS Precepts Addressed: 
/Technical Skills 
/Job Information 














Audience: 

The course is pnmanily designed for Consular 
Officers with responsibility for managing/ 
supervising visa units; fraud officers and 
adjudicating officers already prossessing 


some visa expenence are also eligible. 
Schedule: 

9:00 a.m. to 4:00 p.m. Room F4307. 
Dates: 

Begin End Length Section 
12082 iViI2W2 4days Wl 
OV2703 «(013003 = 4days «=< 
OviIwds OYIM3 4days OG 
Ovinds = OVIMB <4days Ot 
2038 042403 4days (05 
O0s03 | OS0R03 8 4days 0006 
063003 O70M3B 4days 0007 
071403 O7/1703 4days OB 
20403 ORO7NS 4days (0D 
02203 W503 4days Wi0 
Mingmum/Maximum: 6) |? 

Tuition: $450 








Course Code PC 124 
For information call (202-312-9727) 


This four-day course is designed to provide 
skills needed to effectively assist Amencan 
citizens who become victims of serious 
crimes while traveling, studying, or residing 
abroad. Serious crimes include homicide, 
sexual assault, child physical and sexual 
abuse, domestic violence, armed robbery, 
assault, kidnapping, hostage taking, 
terrorism and other crimes in which the victim 
suffers serious physical injuries and/or 
emotional trauma. This course will cover 
CA/OCS policies and procedures related to 


assisting victims. Methods include 

presentations, videos, case examples, group 

discussions and interactive exercises. 
will: 

* Gain increased awareness and 
understanding of the physical, emotional, 
and financial impact of serious crime on 
victims, their families and loved ones. 


_« Learn the basic principles of victim 


assistance and how to apply these 
principles and take key actions when 
sstine victims of diff of cri 
including, sexual assault, homicide, 
domestic violence, child abuse, and 


kidnapping. 


_ © Learn communication techniques and 


skills that are effective when talking with 
traumatized victims in person and on the 
te 


© Learn about the various types of 


specialized victim assistance and 
compensation services that are available 
to assist victims of serious crime in the 
U.S. and abroad and how to refer victims 
to appropnate services. 

* Share expenences in assisting Amencan 
citizen victims of serious crimes abroad 
and learn from the experiences of other 
FSOs and FSNs. 
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including 
FSOs and FSNs, as well as Washington- 
based ACS and CI staff. Generally two 


representatives from each post (one FSO and | of Prof 5 ond Acne Gand 


| Participants learn to: 


one FSN) attend the course together. 


Dates: 

Begin End Length Section 
FY 

iviv2 112202 Sdays Wi 
Additional date to be determined. 
Mingmum/Maximum: | (24 


Tuition: $450 


BASIC CONSULAR COURSE 
Course Code PCS30 
Fer information cali (703) 302-7165. 


The Basic Consular Course offers intensive 


given in cach of the four course segments. 
For information academuc credit, 
contact the Office of the Dean of the School 


* Apply the immigration and nationality 
laws and regulations accurately and 
effectively. 

Provide routine and emergency services 
my ere ew em 
to enter the U.S. 

* Handle difficult clients and sensitive 

* Carry out consular procedures. 

* Use consular equipment and operate 
consular computer systems, including [V. 
NIV, ACS, MRP. and ACRS. 
Recognize and combat fraud and alien 


smuggling | 
Address consular management issues. 





OPM Competencies Addressed: 
¢ Accountability 

/ Cultural Awareness 

/ Customer Service 

¢ Oral Communication 

/ Service Motivation 

/ Technical Credibility 














Schedule of Courses 149 














FS Precepts Addressed: 

/ Active Listening 

/ Insututonal Know ledge 
/ Jod Information 

/ Management of Resources 
¢ Oral Communicabon 

/ Professional Expertse 

¢ Technical Skills 











Audience: 

Foreign Service Officers assumung consular 
positions abroad or in the Department. and 
Civil Service officers assigned to TDY or 
excursion consular tours. Tlas course ts also 
offered, on a space-available basis, to 
Amencan-ciuzen Ehgible Family Member 
(EFM) spouses of direct-hire U.S. 


Contact Consular Training Division for 
informabon on circumstances under which 
tuition may be waived.) While completion 
of the course does not guarantee 
employment at post, it does enhance 
employment opportunities Enrollment for 
EFMs ts arranged through )4/FLO. 
Schedule: 

8: Dam. wo 5:00p.m., Room F}) |6. 
Enrollment ts continuous with a new class 
beginning every other day. Pre-registration 
ts required with the Division of Consular 
Traning 

Misgmum“iaxumnum: \* 


Tuition: $2,370 


ADVANCED 

CONSULAR COURSE 

Course Code PCS32 

For information cail (703) 302-7165. 


Expenenced consular officers who are 
moving into consular leadership and 
management roles need practical job-related 
trasning to update functional knowledge and 

skills in all areas of consular work. In addipon 
also receive guidance in leading people and 
managing resources. The policy context in 
whuch consular work 1s carned out. the inter - 


ny pes por pases 
* Lead and manage a consular section 
effectively, including personne! and 


* Interact with other offices at posts and in 
the Department, as well as other agencies. 
Congress, and the private sector. 

* Apply consular Best Practices in the most 
effective way. 

* Apply principles of customer service 
within the context of U_S. policy interests. 
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GS equivalent). 


CONSULAR MANAGEMENT 

AT A SMALL POST 
Course Code PCS33 

For information call (703) 302-7165. 
Note: This course is also available on CD- 
ROM 


This two-day course is intended for _ small post in a rotational position with 


* The role and responsibilities of the 
Accountable Consular Officer (ACO) in 
collecting and accounting for consular 
fees. 

* How to establish and maintain an 
effective visa referral system. 

* The responsibility of a supervisor to 
provide effective communication, 
mouvanon and feedback to employees to 
help them idenufy and meet performance 
goals. 

* The importance of managing time as a 
finste resource and how to apply basic time 


* The availability of external resources. 














First- and second-tour Foreign Service 
officers assigned as the sole consular officer 
at a small post, and mid-level, non-consular 
cone Foreign Service officers assigned to a 


responsibility for consular services. 


Prerequisite: 
Basic Consular Course (PC 530). 
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Course Codes PCS35-538 

For information call (703) 302-7165. 

Also see Distance Learning section for 
Consular Courses available on the FSl web | 
site. | 


The four sections of the Basic Consular 
Course (PC530) may be taken separately in — 


and videotapes. Case studies and role | 
playing exercises develop understanding of 
the matenals and thew practcal apphcatons. 
An examunation is given at the end of the 
NIV, IV, PPT, and ACS segments. 


NOTE: Officers who are assigned to | 
consular positions overseas, or Eligible | 
Family Members who hope to qualify for 
positions as Consular Associates or 
entire Basic Consular Course (PC 530) as a 
unit. Please see course descnpnon of PCS 30. 


Participants learn to: 
¢ Apply the immigration and nationality 





laws and regulations accurately and 


* Provide routine and emergency services 
to Amencans abroad and aliens seeking 
to enter the U_S.. 

* Handle difficult clients and sensitive 

















AMERICAN CITIZENS SERVICES 
Course Code PCS35 


Schedule: 
Seven days 


Tuition: $640 
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New Civil Serve employees who need 
functional m one or more of the 

of the Basic Consular Course 
(PCS30), and expenenced consular officers 
who need to update consular knowledge in 
one or more of these areas. 


Schedule: 
8: 3am. to 5:00p.m., Room F31 16. 
Contunuous enrollment on a space-available 


CA Division or Office Chief, or any consular 


officer, with the concurrence of his/her 
supervisor and training officer. Pre- 


Division is required. 


CONSULAR REVIEW AND 
AUTOMATION UPDATE 
Course Code PCS40 

For information call (703) 302-7165. 


‘Thus three-day course 1s designed to provide 
gf Opportunity for CA consultatons for the 
_ purpose of updating knowledge of vanous 
consular issues, and to provide an 





Prerequisite: 
Basic Consular Course (PCS30). 


Schedule: 

8:30 a.m. to 5:00 p.m., Room F3116. 
Contunuous enrollment. 

A specific three-day of study will 
be designed for each based on his/ 


officers are placed in on-going ConGen 
Classes where the automation training 1s 
scheduled. This course is offered on an as- 
needed basis at the request of the CA Bureau, 
any CA Division or Office Chief, or any 
consular officer, with the concurrence of his/ 
her supervisor or traming officer. Pre- 
registration directly with Consular Training 


_ _Drvision is required. 


_ Minimum/Maximum: | /4* 
basis at the request of the CA Bureau, any — 


*Depending upon PCS30 enrollment. 


"Tuition: $270 
registraton directly with Consular Training | 
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FRAUD PREVENTION FOR 
CONSULAR MANAGERS 
Course Code PCS41 

For information call (703) 302-7165. 


accountability. recogmivon 

documents, adopuon fraud, paternity fraud. 
Federal Benefits fraud, investigative 
techmques. pnontes and resuurces, peubon 
revocation, working with DS and INS, 
training others in fraud detection and 


prevention, and supervision. 


Partcipants learn to: 
* Set up and operate an effective consular 


* Train junior officers, FSNs, and host — 


deterrence of fraud. 














assigned to consular fraud prevention 
manager positions, mid-level consular 
managers assigned to high-threat posts 
lacking a designated FPM, and where 
possible, other wunterested USG officers. Pre- 
registration is mandatory, as CA/FPP selects 
all participants Interesied parties should 


Participants also discuss management 
issues including how to manage up. how to 
supervise effectively, and how to identify 
and incorporate “best practices” into post 
operations. 


Audience 
FSNs (typically PSN-7 or above) with at least 
two years’ expenence in consular work and 
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who expect to remain in USG employment = Affaurs and other USG agencies 


for at least five more years. 


Prerequisite: 
Compienon of the consular correspondence 
courses (Immigration Law and Visa 
Operations (PC 102), Nationality Law and 
Consular Procedures (PC 103), and Overseas 
Ciuzens Services (PC 104)) is preferred but 
Mot mandatory 


Schedule: 
Offered once a year for each region. The 
FSI will invite posts to nominate candidates 


| 


two months before cach © 


workshop and selects twenty-five 


participants based on post responses. 

Dates 

FY0B 

Begin End Section 
1viw2 «6122S Sdays~=—s (AF) 
OvIMB OVITMS § Sdays (EAP) 
oiens OVI403) Sdays (WHA) 
OOS IIS Sdays (UR) 
Owens )«=6 OSS —s Sddays (NEA/SA) 
VMirumum/Maximum: |())‘ 

Tuition: $450 


CONSULAR AGENTS’ 
WORKSHOP 


Course Code PC 107 


These annual workshops provide Consular 
Agents an opportunity to share their 


expenence. ideas and challenges with each 
other and with Department colleagues. 
Particular attention is focused on 
management issues. ethics, communicating 
with the supervisory post, the challenge of 
providing American citizens services in 
remote locations, and “best practices.” 


Participants attend presentations by experts 
from the Department s Bureau of Consular 


responsibie 
for provision of services and federal benefits 
to Amencan citzens overseas. 


mately two months pnor to the workshop. 
Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

FYB 

Begin End Length Section 
2203 09/2603 Sdays Wi 
Mingmumn/Maxdmum: | (7S 

Tuition: $450 
WORKSHOP FOR SENIOR 
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Semor Foreign Service Nationals (FSN-7 or 
above) with prior experience in the 


nomummigrant visa function. 


Prerequisite: 

Complenon of the consular correspondence 
courses (Immigration Law and Visa 
Operations (PC 102), Nationality Law and 
Consular Procedures (PC 103), and Overseas 
Cuuzens Services (PC 104)) is preferred but 


not mandatory 


Schedule: 

Offered once a year. The FSI, in consultation 
with the Consular Affairs Bureau, will invite 
selected posts to nominate candidates 


approximately two months pnor to cach 


workshop Posts that have justified traning — 


needs can also contact the Consular 
Training Division Director by facsimile 
(703) 302-6805, telephone (703) 302-7165 or 
e-mail to express an interest in a specific 
workshop. 


Dates 

Begin End Length Section 
FYB 

OVI708 W203 Sdays Wi 
Mirumum Maximum: | (>< 

Tuition: 4450 


WORKSHOP FOR SENIOR 
AMERICAN CITIZEN SERVICES 
FSNS 

Course Code PC 122 


This course offers a one-week, intensive 
overview of Amencan Citizen Services and 
issues relating to the provision of such 
services overseas. Participants attend 
lectures and discussions focused on specific 


_ aspects of the ACS function, including 


cases, legal issues. crisis management. 
customer service, child abduction, 
imtemavonal adoption. and non-emergency 
services. Participants meet with policy 
makers from the Bureau of Consular Affairs 
to discuss irends and pnonties relevant to 
the ACS function. 


_—— eee 
* Unhze Department contacts and resources 
most effectively in order to assist 
Amencan citizens overseas. 
* Plan for potential crises, including 


Senor FSNs (FSN-7 or above) with pnor 
expenence in the field of Amencan Citizen 
Services. 


Prerequisite: 

Completion of the consular correspondence 
courses (Immigration Law and Visa 
Operations (PC 102), Nationality Law and 
Consular Procedures (PC 103), and Overseas 
Citizens Services (PC 104)) is preferred but 
not mandatory 


Schedule: 
Offered once a year. the FSI, in consultation 
selected posts to nominate candidates 
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° Manage IV cases and workload so as to 
conserve resources and improve customer 


* Apply recent changes in law. policy, and 
regulation pertaining to the [V function: 





Audience 
Semor PSNs (PSN-7 or above) wath pnor 
expenence om the ficid of ummmgrant visa 
processing. 


Prerequssste 

Compienon of the consular correspondence 
courses (Immigration Law and Visa 
Operanons (PC 102), Nanonality Law and 
Consular Procedures (PC 103), and Overseas 
Cwuzens Services (PC 104)) 0s preferred but 


not mandatory 


nominate candidates two 
months pnor to cach workshop. Posts that 
have justified needs can also 


ramming Division 
Director by facsimile (703) 302-6805, 


telephone (703) 402-7165 or e-masl to express 
an imterest in a specific workshop. 


Dates: 
Begn = End 
FY 


Length Section 
Sdays (Dl 
MiramumMaximum =< 
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NING 
Correspondence AMERICAN CITIZENS SERVICES 


C 104 
Courses as 
Course Cades PC 102-104 
~~ <sym aman PASSPORT EXAMINERS 


—— Ci.XESPONDENCE COURSE 


Coasse Cade PC110 
IMMIGRA\ :ON LAW AND Se SS Say 


Course Cade PC 102 These correspondence courses are also 


available on OpenNet (the Department of 


State s Intranet) from the main Department 


NATIONALITY , 
LAW AND of State page. ander Foreign Service 


CONSULAR PROCEDURES Imstiute Distance Learning 
Course Cade PU 104 
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THE ONLINE LANGUAGE 
COURSES 


Please note thal these Courses are |imuted to 





by subrnstteng a DS- 755 to the PSI Regrtrar 
vea Pax at (703) 02-7152. The supervisor's 


Instructor tak os place privately and with the 
group. via ce mail or “hulleten board A PSI 
readeng proficseny tewt well he admmenetered 
at the end of the couree 


with «tested wore of ROY or higher in the 
canguage 


Basse fameliaritty with the Windows 
environment Access to OpenNet 


Department of State Intranet) 


Length Section 
FY 
Wiens GAM ilweeks ODI 
PIS ivi = llweeks OD 
FY 
mim G04 llweeks OD) 
wm iV llweek GM 
Tuition: No charge 


If vou would like more information about 


an CD-ROM. Online memornng takes place 
privately and/or with the group by a PSI 
Language and Culture Instructor. 
Particopants learn to read wumple texts and 
dialogues and to engage in Communication 
at the clementary proficiency level. 


to pursue an individualized mode of 
instruction at thew own pace. The course 1s 
offered in Korean only. A PSI 

test will be administered at the end of the 
course 
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Audience: 
Department of State employees and their | 


Eligible Family Members who are 18 years 
or older. 


Basic familiarity with the Windows 
environment. Access to OpenNet. 


Schedule: | 
Participants dedicate eight to twelve hours 
a week to coursework. 

Dates: 

Begin End Length Section 
FYB 

O71803 O801N3 24weeks O00! 
0972903 OVI9D4 24weeks 0002 
FYO4 

C2174 0730/14 24weeks O0DI 
0972704 OVISMOS 24weeks 0002 
Tuition: No charge 


If you would like more information | 


about this course, please contact 


“EXPRESS” ONLINE LANGUAGE 
FAMILIARIZATION COURSE 
Course Code L_420 

Available on OpenNet. 


language and culture of the host country. 


Lessons are derived from situations likely — 
to be encountered overseas in a particular | 
locale. The training prepares the learner to — 


get things done despite limited linguistic 
ability by making use of essential language 


and cultural knowledge. The course | 
consists of aCD-ROM which is sent to the | 
learner, plus interactive online mentoring and — 


assessment. Mentoring takes place privately 


_ and/or with the group by a FSI Language 


and Culture Instructor. Participants are 


_ expected to spend eight to twelve hours 


weekly in study. Participants who complete 
the course learn to read the simple texts and 


_ engage in elementary everyday interactions. 


The course is offered in German and Greek. 
A FSI proficiency test will be administered 
at the end of the course. 


Audience: 
_ Department of State employees and their 


Eligible Family Members who are 18 years 


or older. 


Basic familiarity with the Windows 


environment. Access to OpenNet. 
Schedule: 


_ Participants need to dedicate eight to twelve 
hours a week to coursework. 

Dates: 

FY0 

Ov1803 OR0I03 9 24weeks ODI 
60883) =6COVI9 ss D4weeks OOM 
 FYOs 

«OITA §=—«O7730/04 = 4 weeks ©0001 
|—C(ORTA4 SCOOOVIBOS)— ss D4 weeks =O 


| Tuition: No charge 


If you would like more information 
about this course, please contact 


The “Express” Online Familiarization Course _ 
provides basic familiarization with the | 
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ONLINE INTRODUCTION 

TO HTML 

(Hyper Text Markup Language) 
Course Code MM306 

Available on OpenNet. 


This course covers the basic concepts of 
HyperText Markup Language and how to 
develop Web pages to deliver information 
and/or instruction through InterneVIatranet. 
It will be taught electronically on-line through 


on OpenNet in a passworded area. 
Passwords will be provided to registered 
students. Assignments will be required. 
Mentoring will take place privately and with 
the group. 


Participants learn to: 
* Understand the World Wide Web and 
HTML and how they relate to each other. 


document. 

* Identify anchor elements and create 
hypertext links. 

* Create a simple HTML document. 

* Create a list and format text. 


[ \KN NN 


_ Schedule: 


Dates: 

First Monday of every other month: 
November, January, March, May, July, 
September. (Class may be canceled due to 
insufficient enrollment.) 


Mingmum/Maximum: 8/| 2 


Tuition: No charge 
OpenNet. Course materials will be delivered — 


BASIC NEPA RECORD KEEPING, 
OVERSEAS OPERATIONS 


_ (CD ROM) 
Course Code PA226 


_ The purpose of this course is to teach 


* Identify the main elements of a HTML Students how to use the basic functions of 


the Department's Nonexpendable Property 


_ Application (NEPA) to keep track of U.S. 


* Incorporate graphics and graphical | 
documents. 


elements into HTML 
* Create tables. 


Audience: 
Foreign Service, Civil Service, and Foreign 


Government-owned property at Foreign 
Service posts. It is a self-instructional 
course in basic data entry skills. Course 
materials include a workbook, a CD, and 
three job aids. The workbook includes all of 
the instructions a student needs to learn the 
basic functions of NEPA. The CD includes a 
database with all the NEPA 


_ files and records used for this course. The 


Service National employees who want to _ 


begin to create Web pages, for in-house 
use or for publication to a world-wide 
Department of State audience through 
OpenNet, the Department's Intranet. 
Participants must have access to OpenNet. 


Strong familiarity with the Windows 
environment, with the World Wide Web, and 
with Web browsers. HTML is a markup 
language and requires an understanding of 
basic computer operations and concepts. 


student will work in this database to complete 
the lessons and exercises of this course and 
its final test. 


Participants learn to: 


_ * Create, modify, and delete location 


Users must have access to a computer on | 


OpenNet that has MS Internet Explorer. 


records. 
* Create, modify, and dispose of property 
records 


* Create, modify, and delete maintenance 
records. 

* Use standard NEPA utilities to change 
responsible officer item codes, agency 
codes, and property numbers. 

* Produce standard NEPA reports. 
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The FSI distributed the course on CD to all 
posts worldwide in Apni 2000. The CD sent 
with the course workbook includes all 
workbook documents in Word97 format. 
Information in the Course Introduction 
explains how students may receive credit 
for the course by successfully completing 
the final test included with the workbook. 
Questions may be directed to the NEPA 
course manager by e-mail: FSI FSN Mailbox 
(or FSNM@ state gov ). 





FS Precepts Addressed: 
/ Job Information 
¢ Technical Skills 











Audience: 

Any employee (American or FSN) who will 
use NEPA to keep track of or manage a post's 
nonexpendable property inventory. 


Ability to read and write English. A PC with 
a CD-ROM dive ts required to work through 
this course. (Note: This PC may not have 
NEPA or PC CUE already installed.) 


Tuition: $/40 


HOW TO BEA 
CERTIFYING OFFICER 
Course Code PA291 

See Self Study 


HOW TO BE A CONTRACTING 
OFFICER REPRESENTATIVE 
Course code PA130 

See Self Study 


HOW TO WRITE 

A STATEMENT OF WORK 
Course Code PA 134 

See Self Study 


INTRODUCTION TO 
SIMPLIFIED ACQUISITIONS 
AND REQUISITIONS OVERSEAS 
Course Code PA222 

See Self Study 


MANAGEMENT CONTROLS 
WORKBOOK 

Course Code PA164 

See Self Study 


PURCHASE CARD 
SELF-CERTIFICATION TRAINING 
(CD-ROM) 

Course Code PA297 


This multimedia-training package teaches 
employees how to use the “SmartPay” 
Government Purchase Card. The course will 
teach students how to make authorized 
purchases and _ perform related 
accountability functions at domestic 
bureaus and overseas posts. Participants 
can access the self-certification test on the 
Intranet at hitp://fsiweb.fsi state. gov/vfsi/ 
coursesPA297 and begin. Certificates are 


generated upon successful completion of 
the test. 


Participants learn to: 

* Explain the SmartPay Program and the 
Department of State's contract with 
Citibank. 

* Recognize the benefits of using the 
SmartPay Purchase card over traditional 
procurement methods. 
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¢ Use the SmartPay Purchase Card and 
understand the governing policies and 


¢ Identify the “Key Players” and their 
respective roles and responsibilities. 

¢ Utilize internal controls and processes 
available to help in the operation and 
management of the SmartPay Purchase 
Card program. 


CD-ROMs have been distributed to all 
overseas posts and bureau Executive 
Offices. Limited additional copies may be 
obtained from the Office of the Procurement 
Executive, A/OPE, telephone: (703) 516-1688. 


OPM Competencies Addressed: 
/ Technical Credibility 














Audience: 

Civil Service and Foreign Service personnel 
with an operational need to become involved 
in the purchase card program. 


Prerequisite: 


None. 


Tuition: $140 


TRAINING FOR 
OVERSEAS CASHIERS 
(CD-ROM VERSION) 
Course Code PA295 


Instructions for completing the course and 
final exam must be requested from post's 
servicing USDO. 


This course presents the legal requirements 
of cashiering, daily operational 
responsibilities, reporting requirements, and 
security considerations. The course 
includes readings and review tests, 
simulations of cashier activities, and other 
interactive exercises. Completion of this 


\R NIN 


course, including a passing score on the final 
examination, is required before an employee 
can be designated a Class B cashier at a 
Foreign Service post. 


Participants learn to: 

* Identify the role and duties of a Class B 
Cashier. 

¢ Perform the various cashier services and 
associated financial transactions. 

* Interpret and apply regulations in the 
performance of their duties. 

¢ Maintain proper cashier records and 
account for all official funds. 

* Reconcile local accounts with the post's 
financial service center. 


A PC with a CD-ROM drive and sound card 
is required to run this version of the course. 
The CD-ROM should be obtained from 
post’s servicing USDO at your Financial 
Service Center. 


Audience: 

Personnel assigned to be Class B Cashier or 
Alternate Class B Cashier ai a Foreign 
Service post abroad. 


Prerequisite: | 
Ability to read and write English. 


Schedule: 

Personnel nominated as Class B Cashiers 
must complete the course (including attaining 
a passing score on the final examination) 
within 180 days of their nomination in order 
to continue acting as cashier. 


Yuition: $140 
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TRAINING FOR OVERSEAS 
CASHIER SUPERVISORS 
Course Code PA294 

See Self Study 


TRAINING FOR OVERSEAS 
VOUCHER EXAMINERS 
Course Code PA200 

See Self Study 


FIRE SAFETY 
Course Code MQ920 
For more information call (703) 302-7269. 


Building on fire safety lessons learned in 


the Advanced Security Overseas Seminar 
(MQ912), this self-study course delivers fire 
safety tips, resources and regulations 


directly to your desktop PC via an interactive 
multimedia program on CD-ROM. 


Participants learn: 

* Physiological and psychological reactions 
to fire and smoke. 

* Common causes of overseas fires. 

* How to use a fire extinguisher. 

* Tips for home, office and hotel fire safety. 


* Departmental regulations and resources. 
This course is available on InfoLearn CD- 


certificate to receive credit for the course. 


_ Tuition: No charge 


CONSULAR 


CORRESPONDENCE 


COURSES 


Course Codes PC 102-104 
| For information call (703) 302-7165. 


_ Modeled after the Basic Consular Course, 
the Security Overseas Seminar (MQ911) and — 


these computer-based training courses are 
designed to help the Foreign Service 


which he or she works. Each course includes 


_ readings, written exercises, quizzes, and a 


final examination. 
Participants learn to: 


_ © Understand the Immigration and 


Nationality Act and the regulations found 
in the Foreign Affairs Manual. 


_ ® Recognize the basic principles and 


ROM, part of the InfoExpress series that is _ 
distributed quarterly to all posts. See your | 


Systems Administrator if you do not have a 
copy of InfoLearn. Instructions to access 
the course are included on the CD-ROM. 


Audience: 
USG employees and Eligible Aduit Family 
Members. Also suitable for Foreign Service 
Schedule: 


Using the CD-ROM, students may take the 
course at post at their convenience. See 


of consular work. 
* Apply their knowledge to real-world 
consular cases. 


Audience: 
employees working in consular positions at 
posts abroad. 


Schedule: 

Location: Offsite. Courses are offered on 
demand. The courses are also available 
through the /nfoLearn program as well as 
the Intranet, under “Distance Learning” on 
the FSI webpage. 


Tuition: $140 
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NATIONALITY LAW AND 
CONSULAR PROCEDURES 
Course Code PC 103 


OVERSEAS CITIZENS SERVICES 
Course Code PC 104 


PASSPORT EXAMINERS 
CORRESPONDENCE COURSE 
Course Code PC 110 

For information call (703) 302-7165. 


The course presents the basic concepts and 
legal foundations of U.S. nationality law, to 
allow passport examincrs to adjudicate the 
issuance of passports to U.S. citizens. 
Readings in self-study guides, laws, and 
regulations guide the student to an 


A final examination is provided by the 
Foreign Service Institute. 


Participants learn to: 
* Identify the basis of acquiring U.S. 


* Understand the Immigration and 


* Interpret laws and ae 
them to passport and citizenship cases. 
* Understand procedures for issuing U.S. 
Passports. 
OPM Competencies Addressed: 
/ Accountability 
/ Technical Credibility 














- FASTRAC DISTANCE 
LEARNING COURSES 


_ The FasTrac distance learning program 


program is available over the Internet and 
the Department's Intranet using a password. 
Individual participants receive a passworded 
account that gives them access to any of 
over 1,400 CBT self-study courses. The 
password is valid for one year at a time, 
provided the user is actively engaged in 
taking courses. Certain minimum system 
requirements must be met in order to use 
this program. A CD-ROM version is also 


available by special arrangement. 


| The courses are self-paced, available 


whenever the individual has time to devote 


to them, and usually take between two and 


four hours to complete. A complete list of 
courses is available on the FSI web page on 
the Department of State Intranet. Popular 
courses include: Grammar/Writing Skills, 
Customer Service; Negotiation/Conflict 


_ Resolution; Information Technology Skills. 
_ The courses may be completed online or 


downloaded to work on off-line. 


_ Should discuss with, and obtain approval 
__ of, their supervisor if they intend to use the 





Schedule of Courses 


165 








program in the office dumng work hours. An 
amount of ume should be set 
aside for the distance learning effort. 


Audience: 

Ali Department of State employees—Foreign 
Service, Civil Service, Foreign Service 
Nationals, Personal Services Contractors, 
and Eligible Family Members—are eligible to 
participate in the FasTrac program. 


Schedule: 

As arranged between employee and 
supervisor. Interested participants should 
send an e-mail message to the FasTrac 
Coordinator in the FSI Office of the Registrar. 
or to ESIFASTRAC @ state.gov. 


Tuition: 

The Foreign Service Institute has funded a 
limited number of passwords for Department 
of State employees. 


SAIT DISTANCE 
LEARNING COURSES 


SAIT has significantly enhanced the 
distance learning program for IRM and State 
Department employees worldwide. In 
addition to CD-ROM delivery of training 
materials, access to Smarthorce courses is 
now available using the Internet and 
OpenNet. These courses are designed to 
support, and in some cases substitute, 
-lassroom training. On-line mentoring can 
be used with all of the delivery methods 
(Internet, OpenNet, and CD-ROM). There 
are over 330 titles available that support the 
following certification options. 

* CompTIA A+ 

* Cisco Certified Network Associate 


(CCNA) 
* Cisco Certified Design Associate (CCDA) 


¢ Cisco Certified Network Professional 
(COCNP) 

¢ Cisco Certified Design Professional 
(CCDP) 

* Certified Lotus Specialist (CLS-R4) 

¢ Certified Lotus Professional Notes 
Applicaton Developer-R4 (CLPNAD-R4) 

¢ Certifed Lotus Professional Notes System 
Admunistrator-R4 (CLPNSA-R4) 

¢ Cerufied Louts Professional Notes System 
Admunistrator-R4.6 (CLPNSA-R4.6) 

* Microsoft Certified Professional (MCP) 

* Microsoft Certified Systems Engineer 
(MCSE) 2000 Track 

¢ Microsoft Certified Database 
Admunistrator (MCDBA) 2000 Track 

¢ Oracle 8i Certfied Database Administrator 
(CDA) 

* Microsoft Office User Specialist (MOUS) 
97 and 2000 

* Individual elements of the listed 
certifications for students who have 


Audience: 

System operators, managers, end-users, 
and administrators who wish to obtain 
certification. Participants must have 
access to Open Net or Internet or CD- 
ROM player and email. Send an email to 


SAITDL @ state.gov for more information. 
Prerequisite: = 

Strong familianty with Windows NT, Internet 
Explorer, and system management. 


Schedule: 
Course is offered on demand. 


Tuition: No charge 
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EEO/DIVERSITY AWARENESS FOR 


Dates: 


MANAGERS AND SUPERVISORS* Begin End 


Course Code PT 107 


This seminar emphasizes responsibilities in 
EEO/Diversity issues. The lectures and 


group discussions focus on the 
‘s EEO and affirmative action 
regulations and how they can be 


umplemented in a diverse workplace. 


learn to: 

* Identify key elements in the 
implementation of EEO, Affirmative 
Action, and diversity awareness, and 
apply them to current work situations. 

¢ Uulize effective diversity management 
skills to promote a positive work 
environment that draws on the talents of 


all employees. 


OPM Competencies Addressed: 
/ Cultural Awarenes: 
/ Human Resource Management 
/ Interpersonal Skills 
/ Teambuilding 


FS Precepts Addressed: 

/ Performance Management and 
Evaluation 

/ Social Perceptiveness 

/ Support for EEO 

/ Teamwork 














Audience: 
Offered for managers and supervisors. 


Prerequisite: 
None. 


Schedule: 
9:00 a.m. to 5:00 p.m. 


FY 03 

1002 
10/24/02 
10/3 02 
| LAOTAN2 
11/14/02 
1 20SA02 
OL/0S8/03 
01/203 
02/0303 
02/103 
OM0e/03 
O320/03 


(9/29/03 
FY 04 

10/02/03 
10/203 
| 1/06/03 
11/1403 
| 2/04/03 


10/04/02 
1O/2SA02 
1 LAOLA2 


*This course meets the Department of State EEO requirements. 
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Awareness Semunar. and takes them to a new 
level. Startung with the diversity present in 
the classroom, the workshop uses a vanety 
of exercises and discussions to explore the 
impact of diversity on the work environment. 
It denufies the key attitudes needed for true 
inclusion. and the acuons managers can take 





























Emphasis is on know ledge and siulls needed 
officials on economic Issues. ‘influence the 


macroeconomics. Macroeconomics, statrs- 
tics, international trade theory and 
commercial policy. international finance. 
moncy and banking. country data analysis. 
economic policy reform. international 
capital markets, and centrally planned 
economies in transition Short applied 
courses are offered on such topics as trade 
dispute resolution, competition policy. 
financial market innov avons, environmental 


and actual problem-solving situations. 
Numerous case studies provide participants 
with opportunities to apply thew developing 
skills and knowledge to problems and 
situations typically encountered by Foreign 
Service Officers including practice in 
mcorporating such skills and knowledge in 
Foresgn Service reporting A week-long 
workshop at the International Monetary 
Fund. a three-day offsite in New York, and 
many shorter offsites provide exposure to a 
wide array of economic and commercial 
insttubons: 

















positions are usually open to Foreign 
Service Officers in other cones, to Civil 
Service employees, and to participants from 
other USG agencies. 


Prerequisites. 

The program assumes little formal education 
im economics, but its intensive nature 
requires high motivation and a strong 
unterest in economuc and commercial issues. 
Imterested Foreign Service Officers should 
first contact the Economic and Commercial 
Studies Division (703) 302-7256 for a 
traimime consultation, and must nd for this 
course as they would for any onward 
assigament. Graduates are expected to fill 
an economic/commercial position in 
Washington or overseas as the first 


assignment following completion of the 
program. regardless of cone. 
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heduie 
8:30 am. to 5:00 p.m., Room F3333. 
One week of optional leave in December 


Dates: 

Begin End Length Section 
FY 03 

moR0s OS/154 % weeks OOO! 
MinimumMaximum: *\)) \) 

Tuition: $30.590 

CORPORATE PRACTICUM 
Course Code PE265 


Graduates of the nine-month economics 
course, Economic and Commercial Studies 
(PE2SO), may apply for a follow-on four- 


to six-week assignment to a major US. 
company where they become more familiar 
with international business operations and 


gain a better understanding of how Forergn 
Service Officers can further U.S 


ommercial interests. Compames hosting 
officers vary each year but have included 


Boemg. GE. IBM, Lilly. Northrop- 
Grumman. and Motorola. 


orm Sateen Addrewed: 
/ Creativity and Innovation 

/ External Awareness 

/ Probiem- Solving 

/ Strategic Thinking 


FS Precepts Addressed: 

/ Critical Thinking 

/ Information Gathenng and Analysis 
/ Teamwork 

/ Techmecal Skills 
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Audience: 

Course 1s available as immediate foilow -on 
traming to graduates of the Economic and 
Commercial Studies Program. 


Prerequisite: | 
Current Economic and Commercial Studies 
(PE2SO) graduate. 


Dates: 
FY 03 
June/July (exact dates negotiated with 


hosting Corporation ). 
Minimum/Maximum: | >) 


Tuition: $3.400 


ECONOMIC ISSUES 
Course Code PE285 


This innovative three-week course is 
designed especially for non-economic 
officers but 1s also open to economac officers 
who need to refresh dated traning. The 
course uses 4 case study/workshop approach 
to teach economics through work on the 
Asian currency crisis, WTO trade 
transition problems in NIS and Eastern 
European countries, and other current 
ISSUES 


——— — oe 7 


OPM Competencies \ddrewed: 
/ External Awareness 
/ Problen: Solving 


 f Strategic Thinking 


FS Precepts Addrewed: 

/ Critical Thinking 

/ Information Gathenng and Analysis 
Audience: 
Foreign Service Officers m_ the 
Administrative, Consular, Political, of 
Public Depiomacy cones and Civil Service 

















9:00 a.m. to 5:00 p.m., Room F3333. 


Begin End 
FY 03 
07707703 =—(07/2503 


Length Section 
Sweeks OOO! 
Minimum/Maximum: ‘ ) 


Tuition: $2.5 


Foreign Service Nationals define more ways 


by upgrading job-related skills. Course 
mcludes four half-days of comsvultaboms with 


* Gan a clear dea of US. foreign poh.» 
prontes in ther countnes 
* Sharpen interviewing, drafting. and 


Foreign Service Nationals serving in 


economuc sechons. Two bureaus are invited 
to somunate PSNs cach year and content 1s 
targeted on those bureaus. 


Prerequisite: 
None. 


Schedule 
9:00 a.m. to 4:30 p.m. 


Dates: 

Course will be held at the end of Apni 2003. 
An announcement cable will be sent al least 
two months pror to the stast of the course. 
Students will be selected by the PSI based 
on nominations from the field. 


Minimum/Maximum: ‘ >4 


Tuition: $/.700 


POLITICAL ECONOMIC 
TRACECRAFT 
Course code PG 140 


This three-week course. featuring key 
elements from the Political Tradecraft and 
Economic Tradecraft courses, prepares 
officers for them first assignment to a jot 
Polincal/Economic section or a small post 
entailing both economic and political 


responsifilitnies’ Emphasis is on the 
development of core skulls 
Participants learn 


* Assessing and advocating LS. policy 
goals as part of the trategx plan process 

¢ Reporting and analyzing of political, 
econeme . and commercial trends 

° Integrating cconomn and political issues 

* Brefing. public speakong. note taking. 
and making demarches 

* Developing host-country contacts 

* Drafting cables and memoranda 
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* Usaeng Exce! spreadsheets to present and 
analyze ccomoma data 

* Understanding the current context of 
global msues such as sarcotics. human 
and worker nghts. refugees. environment. 
democratization. international crime. 
infectious disease. and cconomic 


Competitiveness, 


Much of the course maternal « reiated to 
cach student's country of onward 








abroad 

Prerequisite 

None 

Schedule 

SWam w4 Wom 

Dates: 

HKegin End Length Section 
FY 03 

iviz2 '20402 Sj weeks O00! 
oes «6001/2405 | weeks 0002 
OVI7TNS 470405 jweeks 0005 
ovi7z0s OS jweeks O04 
ORS «(O87 6} weeks §6(0005 
OW2M03 «6(O7/1103) j} weeks 860006 
O7728003 O8F 153) jf} weeks 860007 
WAL03 WI} jweeks O08 


MinmunmMarimum |} « 
Tuition: $2.5 


Commercial Training 


AVIATION POLICY 
AND NEGOTIATION 
Course Cade PEI) 


This course provides an overview of 
imemanonal civil aviation resues for Forengn 
Service Officers. 


Parncipants 

* Develop an understanding of the policy 
framework. regulatory structure. and 
economic characteristics of the 
imternational aviabon industry 

* Become familiar with aviation 
terminology the basic elements of 
tolateral civil aviation agreements. and the 
roles of major U.S and foreign players 


in the aviahon negotiation process. 
* Consider methods ~ resolving 


differences, addressing practical 


For informanon call the Office of Aviation 
Programs and Policy (EB/TRA/AVP 
(202) 647-8001). 


OPM Competencies Addressed: 
/ External Awareness 


¢ Techmcal Credibility 


FS Precepts Addressed: 
7 Critical Thinki 

/ Innovation 

/ Job Information 
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Audience: 

Officers with civil aviation responsibilities 
in the Economic Bureau, on country desks, 
Officers and Foreign Service Nationals at 
posts with which the U.S. has a significant 
aviation relationship or a history of civair- 
related issues. 


Prerequisite: 
None. 


Schedule: 
9:00 a.m. to 4:30 p.m. 


Dates: 

Begin End Length Section 
FY 03 

07/14/03 07/16/03 3days 0001 
Minimum/Maximum: |(0/25 

Tuition: $510 

COMMERCIAL TRADECRAFT 


Course Code PE125 


This course prepares Foreign Service 
Officers to be more responsive and effective 
in providing assistance to U.S. businesses 
seeking advice, information, and support in 
the pursuit of trade and investment 
opportunities abroad. Through discussions 
and case studies led by successful private- 
sector exporters .and experienced 
commercial specialists from the Department 
of Commerce and Department of State, 
participants learn how to set up and manage 
effective trade promotion programs and 
assist U.S. firms in seeking market access, 
developing markets, and participating in 
major projects. Special emphasis is placed 
on the challenges and opportunities at 


embassies and consulates where there is no 
Department of Commerce presence. 

| | 
| FS Precepts Addressed: 
/ Critical Thinking 
/ Information Gathering and Analysis 
/ Institutional Knowledge | 
/ Job Information 














Audience: 

Strongly recommended for all economic 
officers, political officers, principal officers 
at small consulates, and for others assigned 
to positions that include responsibilities for 
assisting U.S. business. 


Prerequisite: 
Usually taken in conjuaction with Political/ 
Economic Tradecraft. 


Schedule: 

9:00 a.m. to 5:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

01/27/03 01/31/03” | week = 0001 
07/14/03 07/18/03, | week =: 00002 
08/04/03 08/08/03) sl week =. 0003 


Minimum/Maximum: |(0/25 


Tuition: $850 
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SENIOR COMMERCIAL COURSE 
Course Code PE290 


This two-day course for Ambassadors, 
DCMs and Principal Officers is designed 
to strengthen the ability of those in senior 
leadership positions to initiate and manage 
highly effective programs assisting U.S 
business overseas. 





FS Precepts Addressed: 

/ Innovation 

/ Job Information 

/ Knowledge of Foreign Cultures 
/ Management of Resources 

/ Professional Expertise | 


| 








Audience: 
Ambassadors, DCMs, and Principal 
Offi ers. 


Prerequisite: 
Offered as part of the Deputy Chief of 
Mission & Principal Officer Seminar (see 


Leadership/Management). 

Schedule: 

9:00 a.m. to 5:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

06/23/03 06/24/03 2days 0001 
07/28/03 07/29/03 = 2 days OO02 


Minimum/Maximum: |(0/25 


Tuition: $340 
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TELECOMMUNICATIONS 
INDUSTRY 
Course Code PE131 


This course provides an overview of the 

rapidly changing telecommunications 

environment, with emphasis on advancing 

technologies, market structures, regulatory 

environments, and promotion of U.S. 

industry. 

4 7 
OPM Competencies Addressed: | 

_ ¢ External Awareness 

_ ¢f Strategic Thinking 

/ Technical Credibility 

/ Technology Management 





FS Precepts Addressed: 
/ Critical Thinking 

/ Innovation 

/ Institutional Knowledge 
/ Job Information 

/ Technical Skills 











Audience: 

Economic and Commercial Officers 
working in the Economic Bureau, Civil 
Service economic analysts and Foreign 
Service Nationals at posts or on country 
desks where telecommunication issues are 
prominent. 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:30 p.m 

Dates: 

Begin End Length Section 
FY 03 

O7/28/03 07/29/03 2 days O00! 


Minimum/Maximum: |()/25 


Tuition: $340 
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TRADE DISPUTE 
RESOLUTION 
Course Code PE134 


This two-day course uses case studies and 
expert trade negotiators to examine WTO 
and non-WTO apprcaches to dispute 
settlement. This course seeks to keep 
officers current on the increasingly technicai 
nature of new trade dispute mechanisms. 





r ~ 
OPM Competencies Addressed: 
/ External Awareness | 
/ Influencing/Negotiating | 
/ Political Savvy 

/ Problem Solving 
/ Strategic Thinking 


FS Precepts Addressed: 

/ Critical Thinking 

/ Institutional Knowledge 

/ Openness to Dissent 

/ Persuasion and Negotiation 

/ Problem Solving and Decision Making 
/ Professional Expertise 

Audience: 

Foreign Service economic officers and Civil 
Service economic analysts in positions with 
trade policy portfolios 














Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:30 p.m 

Date: 

Begin End Length Section 
FY 03 

O7/17/03) = O7/18/03 2days =: 0001 


Minimum/Maximum: |(0/25 


Tuition: $340 


TRADE AGREEMENT 
IMPLEMENTATION 


Course Code PE222 


This one-week course features training by 
expenenced international trade lawyers and 
trade compliance experts on WTO core 
principles; elements of major trade 
agreements on apparel and textiles, services, 
Intellectual Property Rights (IPR), customs, 
government procurement, agnculture, U.S. 
trade law including antidumping, subsidies, 
(-VDs, and safeguards; and techniques for 
effective monitoring and enforcement. 








_ OPM Competencies Addressed: 
/ External Awareness 

/ Influencing/Negotiating 

/ Political Savvy 

/ Problem Solving 

/ Strategic Thinking 


FS Precepts Addressed: 

/ Critical Thinking 

/ Institutional Knowledge 

/ Openness to Dissent 

/ Persuasion and Negotiation 

/ Problem Solviuig and Decision Making 
/ Professional Expertise 











Audience: 

Foreign Service economic officers and Civil 
Service economic analysts and Foreign 
Service Nationals in positions with trade 
policy portfolios. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:30 p.m. 

Dates: 

Begin End Length Section 
FY 03 

01/27/03 =O1/31/03 lL week 0001 
OS/OS/03 = OS/09/03 lweek 0002 
06/23/03 06/27/03 lweek 0003 
07/28/03 O8/01/03 lweek 0004 
09/15/03 09/19/03 | week O0O0S 
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Minimum/Maximum: |()/25 


Tuition: S$&50 


TRADE AND PROJECT FINANCE 
Course Code PEI 35 


This two-day seminar focuses on trade 
finance options for U.S. exporters and 
imnovative project finance in emerging 
markets using lecture/case study/workshop 
approaches. 





OPM Competencies Addressed: 
/ External Awareness 
/ Strategic Thinking 


FS Precepts Addressed: 

/ Critical Thinking 

/ Information Gathering and Analysis 

/ Innovation 

/ Job Information 

/ Problem Solving and Decision Making 
Audience: 
Officers with ESTH, energy, power sector, 
and commercial responsibilities in 
embassies, EB, country desks, and other 
agencies 





Prerequisite: 
None 


Schedule: 
9:00 a.m. to 4:30 p.m. 


Dates: 

Begin End 
FY 03 

To be determined 


Length Section 


Minimum/Maximum: | (0/25 


Tuition: $510 
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INTELLECTUAL PROPERTY RIGHTS 
Course Code PEI 38 


This course provides essential information 
on international treaties covering 
Intellectual Property Rights (IPR) and 
relevant U_S. legislation. Participants in this 
two-day course learn about the USG annual 
review of IPR practices around the world, 
implementing the WTO agreement on 
TRIPS ( Trade Related Intellectual Property 
Rights) and other international agreements. 
Participants also examine U.S. copynght, 
patent and trademark practices and their 
application in protecting products in 
industries as diverse as publishing, 
electronics, and biotechnology. 


_— —— — —E 





OPM Competencies Addressed: | 
/ External Awareness | 
/ Strategic Thinking 

/ Technical Credibility 


| 
_FS Precepts Addressed: | 
/ Critical Thinking | 
/ Job Information | 
/ Institutional Knowledge | 
/ Protessional Responsiveness | 
/ Persuasion and Negotiation | 


Audience: 
Foreign and Civil Service Officers, 
transferring to positions with responsibility 
for reporting and negotiating on IPR issues 
and counseling U.S. firms about host 
country policies towards IPR 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:30 p.m 

Dates: 

Begin End Length Section 
FYO3 

7/30/03 W303 = 2 day O00! 
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Minimum/Maximum: |2/25 


Tuition: $170 


Environmental And 
Resource Courses 


COAL AND POWER 
TECHNOLOGY 
Course Code PE! 37 


This one-week course, held at the Federal 
Energy Technology Center in Pittsburgh, 
PA, introduces rapidly emerging 
technologies in the coal and power 
generation sectors, and discusses how they 
are increasing efficiency, reducing 
emissions, and driving down costs. 
Participants become familiar with the 
structure of the industry and the worldwide 
power market regulatory reform. Officers 
become better prepared to represent a wide 
range of USG commercial, economic, and 
environmental interests. 


Offered in cooperation with the Energy and 
Natural Resources Division (EB/ESCAEC/ 
ENR, (202) 647-1925). 





OPM Competencie. Addressed: 
/ External Awareness 
¢ Technical Credibility 


FS Precepts Addressed: 
/ Critical Thinking 

/ Innovation 

/ Job Information 








Audience: 

Foreign and Civil Service Officers and 
Foreign Service Nationals assigned to policy 
and reporting positions with substantial 
responsibility for coal and power sector 





issues in Washington or at posts with the 
potential for a considerable U.S. industry 
presence. 


Pr-vequisite: 
None. 


Schedule: 


One-week offsite to be held in Pittsburgh, 
PA. 


Dates: 

Begin End Length Section 
FY 03 

07/21/03. «(07/25/03 = week «0001 
Minimum/Maximum: | (0/20 

Tuition: $850 

ENVIRONMENT, 

SCIENCE, TECHNOLOGY AND 
HEALTH 


Course Code PGS62 


This seminar provides ESTH tradecraft 
skills and addresses current ESTH issues 
that are important parts of foreign policy 
goals. Specific topics covered in recent 
courses have included bilatera! and 
multilateral ESTH agreements; environ- 
mental security, biodiversity; climate 
change, marine resource management and 
pollution; technology and competitiveness, 
trade and environment, space Cooperation, 
nuclear proliferation, health issues; and 
global positioning systems 


Offered in cooperation with the Bureau of 
Oceans and International Environ- 
mental and Scientific Affairs (OES/PCI 
202) 647-2958) 
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OPM Competencies Addressed: 
/ Technology Management 

/ External Awareness 

/ Strategic Thinking 

/ Vision 


FS Precepts Addressed: 

/ Innovation 

/ Critical Thinking 

/ Job Intormation 

/ Protessional Responsiveness 
/ Technical Skills 

/ Knowledge of Foreign Culture 


Audience: 

Strongly recommended tor officers who 
hold or will assume positions in the OES 
bureau or Managing environment, science. 
technology. and health issues abroad 
Participants in other positions and agencies 
also are welcome 


Prerequisite: 


Ny me 


Schedule: 
9-00 a.m. to 4:30 p.m 


Dates: 
Begin 
FY 03 
06/2 VOSS 
O9Y/OR/03 


End Length Section 


06/27/03 
gov} 2/03 


OOO! 
O02 


1 week 
1 week 


Minimum/Maximum: |(/25 


Tuition: $850 
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TRADE AND ENVIRONMENT 


Course Code PE2Y | 


This new one-day course exposes officers 
to the legal and politic al issues surrounding 
the trade and environment debate. Topics 
discussed include: tish subsidies; shrimp/ 
turtle certification: tuna-dolphin 
conservation efforts: whale or salmon 
conservation issues; climate change: 
motechnology food trade: logging subsidies: 
invasive species, WTO Commitice on Trade 
and Environment (CTE); and United 
Nations Environment Program (UNEP) 


OPM Competencies Addressed: 
/ Technelogy Management 

/ External Awareness 

/ Strategic Thinking 

/ Vision 


FS Precepts Addressed: 

/ Innovation 

/ Critical Thinking 

/ Job Information 

/ Professional Responsivenc SS 
/ Technical Skills 

/ Knowledge of Foreign Culture 


Audience: 

Foreign or Civil Service officers with 
portfolo issues related to trade and 
environment 


Prerequisite: 


None 


Schedule: 
9:00 a.m. to 4:30 p.m 


Dates: 
Begin End 
FY 03 

06/20/03 


Length Section 


06/20/03 = I day O00! 
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Minimum/Maximum: |(/25 


Tuition: $170 


ESTH TRAINING FOR FSNs 
Course Code PE22! 


This two-week Environment, Science. 
Technology. and Health course for Foreign 
Service Nationals emphasizes not only 
major ESTH policy objectives but also 
broader FSN tradecraft such as drafting. 
interviewing, and brneiing skills. Intensive 
consultations with Washington ESTH 
players are integral to the course 


Participants 

© Enjoy an intensive round of consultations 
with end-users of their analysis and 
reporting 

¢ Gain a clear wea of U.S. ESTH policy 
priorities 

* Understand how these priorities fit into 
broader US. interests ( National Security 
& Economic Prosperity) 

¢ Sharpen interviewing. drafting. and 
briefing skills 

* Learn to set goals for their own time and 
work products 


Audience: 
Foreign Service Nationals with ESTH 
portfolios 


Prerequisite: 


Nx me 


Schedule: 
9:00 a.m. to 4:30 p.m 


Dates: 
FY 03 
This course was offered in May 2002. It 
will be offered again in spring or fall of 


2004. An announcement cable will be sent 
at least two months pnor to the stari of the 
course. Students will be selected by the FSI 
hased on nominations from the field 


Minimum/Maximum: | 5/25 


Tuition: $1,700 


PETROLEUM AND 
GAS INDUSTRY 
Course Code PE127 


Offered in cooperation with the Petroleum 
Equipment Suppliers’ Association (PESA) 
and the Department of Energy. the course 
presents an overview of the energy industry 
trom the industry's perspective. It ts 
designed to increase energy-reporting 
officers’ Knowledge of the petroleum and 
gas industry and international issues of 
concern to U.S. industry executives 


— _ - 4 





OPM Competencies Addressed: 
/ Technology Management 

/ External Awareness 

/ Strategic Thinking 


FS Precepts Addressed: 

/ Critical Thinking 

/ Information Gathenng and Analysis 

/ Job Information 

/ Professional Expertise 
Audience: 
Officers assigned to energy policy positions 
with substantial responsibility for ol and gas 
issues in Washington or at posts with the 
potential for a considerable U.S. industry 
presence. Open to participants from other 
agencies 


Prerequisite: 
Concurrence of the Office of Internation- 
al Energy Policy (EB/ESC/IEC/ENR, 
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(202) 647-1486). If interested in attending 
this course, please contact the above office 
for special registration handling 


Schedule: 

One week offsite in Houston, Texas 
Dates: 

Begin End Length Section 
FY 03 

07/28/03 O8/01/03 lweek O00! 


Minimunm/Maximum: | (1/25 


Tuition: $850 


ALASKA FIELD 
LABORATORY 
Course Code PE227 


This advanced energy course builds on the 
extensive knowledge of the oi! industry 
developed in the Oil & Gas course (PE127) 
It enhances participants’ understanding of 
ol and gas environmental. transportation, 
regulatory, and financing issues, as well as 
the social and economic impact of oi! and 
gas proyects on overall development and 
with respect to indigenous peoples. These 
issues are central to the Department of 
State's worldwide engagement on energy 
policy 

OPM Competencies Addressed: 

/ Technology Management 

/ External Awareness 

/ Strategic Thinking 

¢/ Technical Credibility 


FS Precepts Addressed: 

/ Critical Thinking 

/ Job Information 

/ Innovation 

/ Professional Responsiveness 
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Audience: 

Officers assigned to positions with 
substantial responsibility for reporting and 
analyzing energy issues both in Washington 
and abroad. Open to participants from other 
agencies 


Prerequisite: 

Successful completion of Petroleum and 
Gas Industry (PE127) and concurrence of 
the Office of International Energy Policy 
(EB/ESC/IEC/ENR, (202) 647-1486). If 
interested in attending this course, please 
contact the above office for special 
registration handling 


Schedule: 

One-week offsite in Alaska 

Dates: 

Begin End Length Section 
FY 03 

07/28/03 =OR/O1/03 1 week OOO] 
Minimum/Maximum: | 0/25 

Tuition: $850 
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RESOURCE REPORTING 
OFFICER TRAINING 
Course Code PE103 


This program ts designed for officers with 
responsibility for analyzing and reporung 
on developments im key mineral sectors 
The program prepares the participant to 
develop reliable and current information on 
the reserves/resources situation: the status 
of the mineral industry; and in-depth 
Statistical and technical information on 
production, consumption, and trade in 


relevant mineral commodities in a region 





FS Procepts Addressed: 

/ Critical Thinking 

/ Innovation 

/ Institutional Knowledge 
| ¢ Job Information 


on — ——d 








Audience: 
Officers en route to Resource Reporting 
Officer positions 


Concurrence of the Office of Internation- 
al Commodities (EB/ESC/IEP/ICD. 
(202) 647-1590) 


Schedule: 

One-week consultations and lectures in 
Washington, followed by one-week offsite 
training in Denver, Colorado 


Dates: 
Begin End Length Section 
FY 03 
O7/07/(03 07718703 2 weeks 000] 


Minimum/Maximum: >)‘ 


— 


Tuition: $1,700 
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The FSI Office of the Registrar manages 
external traming for all Department of State 
employees. whether bureau-funded or FS! 
funded. See page ¥ of this catalog tor 
imformation and application procedures 
Information about external traming ts abo 
available on the FSI web page on the 
Department of State Intranet (OpenNet) 
Information about long-term traiming 
opportunities for Department of State 
employees 1s available on the HR web site 
ihrweb br state gov) on OpenNet. under 
Career Development 


HUMAN RESOURCE 
MANAGEMENT 
SPECIAL PROGRAMS 


Courses designed to develop core 
competencies in the field of human resource 
management may be available through the 
External Traming Program. These oppor 
tunities are announced in Department 
Notices and on the FSI Intranet web page 
The courses selected vary, based on funds 
availability and need. Recent offerings 
provided under contract with the US 
Department of Agnculture (USDA) National 
Capztal Traming Center include: Processing 
Personne! Actions, Basic Benetits for 
Personnelists, Basic Staffing and Placement 
Basic/Advanced Position Classification 
Pay Setting. Qualifications Analysis, and 
Meritt System Principles. See your Bureau 
Trameng Officer or contact the FSI External 
Tramung Program for course availability and 
application procedures 


Audience: 
HR professionals who are direct hire 
employees of the Department of State 


Participants must be HR professionals. See 
the course announcement for any other 


prerequisites 


EXTERNAL TRAINING 


Schedule: 


As announced 
Viner Maximum: |(+ 25 


Tuition: No charge to Department of State 
employees. The FSI External Traming 
Program tunds this traming 


LEADERSHIP POTENTIAL 
SEMINAR 


Two- week revdential seminar offered by the 
Office of Personne! Management (OPM) 
Management Development Center in 
Shepherdsiown, WV. Emphasis is placed 
on des cloping basic core competencies for 
leadership. such as self-awareness, human 
relathons. interpersonal skills. effective 
tollowership. leadership dynamics. and 
creative problem solving. Participants must 
be endorsed by then Bureau. and apply 
through thew Bureau Traming Offtcer 


Audience: 

Forergn Service and Civil Service employees 
at the GS-11 level and above. or equivalent. 
who wish to imcrease their potential tor 
success, Or mecrease thew effectiveness m 
them current position 


At least several courses offered by the FSI 
Leadersmp and Management School 


Dates: 

Subyect to availatility of funds. dates may 
be available throughout the vear See 
Department Notice fur details 








Schedule of Courses 183 








EXTERNAL TRAINNG 


SEMINAR FOR NEW MANACGERS- 
LEADING PEOPLE 


Teo ¥wcck rosdentital scrna oftcred hv thx 
Otte of Personne! Management 
Manageme mnt Deve 
Shepherdstown, WV. Compute: 
“ornarnns. Case Mudics. role mays. Croup 
exercises, and other adult jcarning me*fhads 
are used bk help pa4rtin pants uecve op ~hllts 


; , 
opment Centcr it 


> 


caf ’ 
a*sihitw 


mm conflict resolution. customer service 
managing diversity, problem solving. and 
communication. Participants must P< 
endorsed by thew Bureau. and apply through 
thew Bureau Tramineg Offer 


Audience: 

Forergn Service and Civil Service emplovees 
at the GS-13 level and above. or equiv alent 
who wish to merease thew potential for 
success, or merease thew cflectiveness m 
thew current position 


At least several courses offered Phy the FSI 
Leadership and Management Schoo! 


Dates: 

Subyect to availability of funds. dates may 
be available throughout the vear Sce 
Department Notice for details 
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MANAGEMENT DEVELOPMENT 
SEMINAR- 
LEADING ORGANIZATIONS 


Mianaecrs bong ‘< Proticns to thes tM 
¥ceh reowdcniial <Tmena oftered Mm the Ci tax 
’ Pers nn< Management OPM in 
Sheperdsiown. WV. They use them t& 
Gevenop ihe sks 


deal more cttectively with the rapidly 


is and know ke jge necdcd i 


lL ecarmng 


changme tedera!l envionment 
technigues include practical exercises 
=sctivities and tactittated defhrnictings and 
discussions and presentations «rth real -torme 
teedbac hk Assessment instruments that 


provide M)-deeree feedback are used 


Participants must be endorsed by thei 
Bureau. and apply through the: Bureau 
Tramung Officer 


Audience: 

Porengn Service and Crvil Service emplovees 
it the (;S- 1 asi4 level and above. of 
equivaicnt, who wish to mecrease then 
potential for success. or merease thei 


effectiveness m thei current perseticmn 


Prerequisite: 
At leas several courses offered bw the FSI 
Leadership and Management Schoo! 


Dates: 

SuPvect to avaslablety of funds. dates may 
be available throughout the vear See 
Department Notiwe for details 





20)'44\. On 14.42. an Cleon et 


TRAINING 





FSN Training 


The Foresgn Service National Tramung 
Program at FSi offers a vanety of tra: ang 
opportunriies for the development of core 
and specialized competencies for Forergn 
Service Nabonals Listed mm this sectvon are 
general courses and workshops. whech are 
open to most FSNs across all discuplenes 
Several tradecraft courses are cross- 
referenced under thew specific themes 
(Admunistratic... Consular, Economec & 
Commercial Affairs, Office Management 
Polmecal. and Public Diplomacy } 


CUSTOMER-FOCUSED 
MANAGEMENT 
Course Code PA249 


This two-day overseas workshop is 
designed to provide basic customer-focused 
management shulls for Amencan and Foresgn 
Service National employees. The workshop 
will provide skills know ledge. and abulrtees 
needed to perform successfully im a 
customer-onented environment at Foreign 
Service posts 


Participy ats learn to 

* Exp’amn how performance standards are 
lynked to the goals of the Strategic Plan 
and the Missson Performance Plan 

© Identify mnternal and external customers 

* Name the guidelines for dealing with 
angry cusome;rs 

* Identify ways to manage customers 
expectations 

¢ Develop a customer questionnaire to 
determine customer needs 

* Analyze a work process using total quality 
management tools 


Prerequisite: 
Englesh at the 4/4 level 


Schedule 
Regional Workshop will be announced via 
vabic 


Dates: 
To fe determined 


VMinimurnMaximum: |S) 


Tuition: $24) 


FSN SUPERVISORY SAILLS 
WORKSHOP 
Course Cade PAl45 


This five-day workshop ts a basic 
supervisory and management course for 
Foreign Service National supervisors. The 
workshop will provide skulls. know ledge and 
atlites that FSN Supervisors will need to 
pertorm thes supervisory and management 
functions im a team-onented environment at 
Foreign Service posts 


Participants learn to 

* Identify new Department management 
imitiatives 

* Identify Department and Forengn Affairs 
goals and obyectives 

© Explain the basic goals and principles of 
CASS and to view ICASS as more than a 
financial Managemen system 

¢ Apply customer-focused management at 
thes posts 

* Apply the concepts and principles of 
process improvement 

© Apply hase shulls of effective supervision 

* Anticipate and successfully manage 
change 

* Assist employees by counseling and 
developing then potential 

* identify cross-cultural 
sunery ison 


mssuCcs «If 
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© Introduce new shells hack m the workplace 
by commumcating successfully wath thew 


SECT \ 07 
Aucbence 


All Forergn Service Natonal supers rors 


Prerequisite: 


English at the 4/4 level 


Schedule 
Workshops scheduled annually m cach 
geographx region 


Date 
To he determined 


VMieumum“tagmum 6 | 


Tuition: $7) 
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FSN SUPERVISORY SKILLS. 
BEYOND THE BASICS 
Course Cade PALSY 


Thes five-day workshop m dewgned as a 
follow -on course to Basa S@nery mary Stalls 
Workshop (PA248, This workshop burlds 
upon concepts and mak .als Jovered a the 
frst course while mtroduceng new + kalls, 
kaow ledge, and techmagucs to further c. 2and 
participants skill base to peri wm 
supervisory and managenal functons 


Partupants will learn to 

* Describe and apply basic projec 
management te. hniques 

¢ Understand and demonstrate the asa 
supervisory responsidilities of requesting 
positon descnphons 

* Uuhze techniques for effective 
commun ation throngh coaching 

* Develop critical thenking and problem 
solving skills for resolving conflict 
Situations 

¢ Develop skills mn team development 


Audience: 
All Foreign Service National supervisors 


FSN Basic Supervisory Skills Workshop 
(PA248) and English at “Ye 4/4 level 


9am wSiom 

Dates: 

Begin End Length Section 
FYI? 

won wvia4a ? davs (mn 
move <i 7? days iis 


MiwmumMaximum: | 9!) 


Tuition: $7 %) 








FOREIGN SERVICE NATIONAL TRAINING 





FSN ONLINE WRITING LAB 
(OWL) 
Course Codes PY210D, PY211D, PY212D 


These highly popular writing courses for the 
Department's Foreign Service National staff 
include intermediate and advanced writing 
courses that focus on grammar and 
vocabulary, as well as advanced writing 
courses that target writing and vocabulary 
development through learning about U.S. 
society and culture. OWL courses give FSN 
employees an opportunity to work at their 
desks on personalized lessons reflecting 
authentic writing requirements. Each course 
runs from two to three months in duration. 
The lessons require four to five hours of 
work per week, with at least one hour per 
week of the employee's time during work 
hours. These courses are conducted by 
e-mail. Internet access is not required. 

All Embassy sections have the opportunity 
to nominate OWL participants in response 
to a cable solicitation which is usually sent 
out in late summer. More than 350 slots will 
be open to FSN trainees in Fiscal Year 2003. 
The Public Diplomacy training division will 
make final selections based on a balance of 
geographic and functional criteria. 


Audience: 

The OWL course is open to all Department 
of State non-native-English-speaking FSNs 
desiring to improve their writing skills, as 
follows: 


PY 210D, an intermediate writing course, is 
for FSNs whose reading and writing ability 
is between FSI 1+ and 2. 


PY211D, a high intermediate/advanced 
writing course, is for FSNs whose reading 
and writing ability is between FSI 2 and 2+. 


PY212D, an advanced/American Studies 
writing course, is for FSNs whose reading 
and writing ability is between FSI 2+ and 3, 
or higher. 


Prerequisite: 
None. 


Schedule: 

Courses generally begin in late October/early 
November and run for a year. Schedule is 
announced via worldwide cable to all posts. 


Minimum/Maximum: | (0/25 (each course) 
Tuition: $350 


FSN WEB-BASED 
ENGLISH LANGUAGE TRAINING 


NOTE: FSI Public Diplomacy Training 
Division offers Internet and Intranet- 
based independent English language 
study to all FSNs, through the “Grammar 
Lessons on the Web (GLOW)” web site. 
No permission, nomination, or enrollment 
procedure is required for any FSN to 
access the 30 self-graded grammar lessons 
on the OpenNet (DOS “Intranet”) at http:// 


fsiweb.fsi. state. gov/spas/pdv/glow or on the 
Internet at http://www.tillyer.net. glow. 





187 


Schedule of Courses 








FOREIGN SERVICE NATIONAL TRAINING 





FSN Administration 
Training 


See also Administration tor a full listing of 


courses open to FSNs. 


ACCOUNTING, VOUCHERING & 
CERTIFICATION 
Course Code PA216 
See Administration 


ADVANCED HUMAN RESOURCE 
MANAGEMENT WORKSHOP 
Course Code PA234 

See Administration 


BASIC ADMINISTRATIVE 
MANAGEMENT 
Course Code PA224 
See Administration 


BASIC NEPA RECORD KEEPING, 
OVERSEAS OPERATIONS 

Course Code PA226 

See Distance Learning 


FINANCIAL MANAGEMENT FOR 
LOCALLY EMPLOYED STAFF 
Course Code PA210 

See Administration 


FSN COMMERCIAL 
ACQUISITIONS 
Course Code PA247 
See Administration 


FSN POSITION CLASSIFICATION 
AND COMPENSATION 

Course Code PA232 

See Administration 


FSN TRANSPORTATION 


WORKSHOP 
Course Code PA250 
See Administration 


HUMAN RESOURCE 
MANAGEMENT AT POST 
Course Code PA236 

See Administration 


PRINCIPLES OF 
APPROPRIATION LAW 
Course Code PA215 
See Administration 
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FSN Consular Training 


REGIONAL WORKSHOP 
FOR CONSULAR FSNS 
Course Code PC 106 


See Consular Training 


WORKSHOP FOR SENIOR 
NONIMMIGRANT VISA FSNS 
Course Code PC 121 


See Consular Training 


WORKSHOP FOR SENIOR 
AMERICAN CITIZEN SERVICES 
FSNS 

Course Code PC 122 

See Consular Training 


WORKSHOP FOR SENIOR 
IMMIGRANT VISA FSNS 
Course Code PC 123 


See Consular Training 


FSN Curriculum and 
Staff Development 
Training 


BASIC FACILITATION AND 
DELIVERY SKILLS WORKSHOP 
Course Code PD513 

See Training Skills 


TRAINING DESIGN WORKSHOP 
Course Code PDS 12 
See Training Skills 


FSN Economic Training 


FSN ECONOMIC TRAINING 
Course Code PE220 
See Economic and Commercial Affairs 


ES&T TRAINING FOR FSNS 
Course Code PE221 
See Economic and Commercial Affairs 


FSN Political Training 


FSN POLITICAL TRAINING 
Course Code PP217 
See Political 
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FSN Public Diplomacy 
Training 
FSN CURRENT ISSUES 


Course Code P'Y 205 
See Public Diplomacy 


FSN EXCHANGES PROGRAM 
Course Code P'Y 204 
See Public Diplomacy 
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FSN INFORMATION, MEDIA 
PROGRAM 

Course Code P'Y 207 

See Public Diplomacy 


FSN INFORMATION 
RESOURCE CENTERS 
PROGRAM 

Course Code P'Y 206 

See Public Diplomacy 














GLOBAL AND MULTILATERAL ISSUES 


GLOBAL ISSUES 
Course Cade PPS10 
For information call (703) 302-7184 


An intensive survey of the key 
contemporary global issues, using exper 
speakers from government, NGOs. and the 
private sector 


Participants learn 


The changing tssues on the global agenda 
and their umpact on U.S. policy pnonties. 
The complex linkages between global, 
multilateral. regional. and bilateral issues. 
The special challenges of emerging global 
issues, such as environment, climate 
change, democracy, human rights, 
religious f.eedom, labor standards, 
population questions, refugees, terrorism, 
non-proliferation, international cnme and 
narcoucs. 

How to gather information from open 
sources On these issues. 

How to work with Non-governmental 
orgamizations and build networks 


OPM Competencies Addressed: 
/ External Awareness 

/ Strategic Thinking 

/ Technology Management 


FS Precepts Addressed: 
/ Critical Thinking 

/ Innovation 

/ Job Information 


Audience: 

Foreign Service and Civil Service, national 
security personnel, or others who work on 
any of the above or similar and related 
“global” issues. or who want to broaden 
their understanding of these new issues. The 
class 1s open to officers and staff of the 
Department of State, AID, DoD and other 
agencies of Grades FO-4 through |; GS-9 
through iS; FP-4 through | or military 
equivalent. Semor officers are also welcome. 


Schedule: 

900 a.m. to4+00p.m 

Dates: 

Begin End Length Section 
FY 03 


OvI203 01403 3days Ol 
092203 092403 3days cm 


Minimum Maximum: | 5/25 
Tuition: $420 


HUMAN RIGHTS IN THE 
FOREIGN POLICY PROCESS 
Course Code PPS07 

For information call (703) 302-7184. 


A one-day seminar covering current topics 
on human nghts and U.S. foreign policy. 
Offered in coordination with the Bureau of 
Democracy, Human Rights and Labor (DRL) 


Participants learn: 

© The objectives and activities of the U.S. 
government, international organizations, 
and NGOs that promote human rights. 

¢ Congressional perspectives. . 

¢ Competing priorities in national and 
international politics of human nghts, and 
programs promoting democracy and the 
rule of law. 

* The complex linkages between global. 
multilateral, regional, and bilateral issues. 

* How to gather information from open 
sources on these issues, how to work with 
Non-governmental organizations and 
build networks 





OPM Competencies Addressed: 
/ Cultural Awareness 
/ External Awareness 
/ Strategic Thinking 
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FS Precepts Addressed: 
/ Job Information 

/ Cnucal Thinking 

/ Cultural Awareness 





Audience: 

Mid- and senior-level Foreign Service 
officers and Civil Service employees who 
have human nghts responsibility, or who 
follow human nghts issues. This course ts 
offered as a separate middle day segment of 
the September session of Global Issues 
(PPS10). So if you need to learn more about 
the Human Rights component of Global 
Issues but can only devote one day to a 
course, this 1s the one. The course is open 
to officers and staff of the Department of 
State, AID, DoD and other agencies of 
Grades FO-4 through |; GS-9 through 15: 
FP-4 through | or military equivalent. Senor 
officers are also welcome 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

O82M03 O8/2M03 I day OOD! 


Minimun/Maximum: | ‘5/25 
Tuition: $|40 


INL ORIENTATION 
WORKSHOP 
Course code PP218 


This is an intensive overview of the 
international counternarcotics and crime 
portfolio. Course design includes a 
combination of program and policy bnefings 
as well as practical hands-on exercises for 
managing a multi-faceted project. 


Participants learn to 

¢ Understand and implement policy in the 
area of international counter narcouics and 
Tune 

* Develop and negotiate Letters of 
Agreement 

¢ Manage a bilateral project 

¢ Coordinate with other USG agencies in 
imemational counter narcotics and crime 


Enrollment must be pre-approved by INL 
Questions to INL/RM at (202) 776-8767 
Z a 
OPM Competencies Addressed: | 
/ External Awareness / 
/ Influencing/Negotiating 
/ Political Savvy 

/ Problem Solving 

/ Strategic Thinking 





FS Precepts Addressed: 
/ Cntical Thinking 
/ Institutional Knowledge 
/ Job Knowledge 
| J/ Persuasion and Negotiation | 
/ Problem Solving and Decision Making | 
/ Professional Expertise 
= — 
Audience: 
This course is for employees who will serve 
in positions in the Bureau of International 
Narcotics and Law Enforcement Affairs (INL) 
in Washington and for those who will carry 
the INL portfolio at posts abroad. 








Schedule: 

9:00 a.m. to 4:00 p.m. Offered once a year. 
Dates: 

Begin End Length Section 
FY 03 

07/1403 (07/18/03 lweek OODI 
Minimum/Maximum: 8/25 

Tuition: $700 
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INTERNATIONAL CONFLICT: 
PEACE OPERATIONS 

Course Code PPS14 

For information call (703) 302-7184 


A seminar and workshop on how the U.S 
USES Peace Operations to respond to and 
manage a wide range of intemational conflict 
situations, including a review of lessons 
learned and future plans. Please note that 
this ts a Companion course to International 
Conflict: Diplomacy (PPS17) which focuses 
more on preventive diplomacy. Indeed, the 
first day of this course will overlap with the 
last day of the diplomacy course and 
students from both courses will take part in 
pont exercises and simulations. Officials are 
encouraged to enroll in both courses and 
receive a full, concentrated week of training 
on the range of U.S. responses to conflict 
Situations 


Participants learn 

* How to analyze international conflicts, 
gather information and network 

¢ About the evolution of U.S. policy. 
including funding issues 

© Practical lessons from actual peace 
operations, including those conducted 
under United Nations authority and by 
other international groupings 

¢ Differing interagency perceptions and 
approaches 

¢ Budget issues related to Peace Operations 

¢ Congressional perspectives 

| OPM Competencies Addressed: 

_ ¢ External Awareness 

/ Problem Solving 

/ Strategic Thinking 


FS Precepts Addressed: 
/ Critical Thinking 
/ Institutional Knowledge | 
/ Problem Solving and Decision Making 
|? Professional Expertise 








Audience: 

For Foreign Service. Civil Service. military 
personnel of other officials whose work may 
include responsibility for peace operations. 
or who expect to serve in regions where 
peace operations are underway. The class ts 
open to officers and staff of the Departny 
of State, AID. DoD and other agencie 
Grades F)-4 through |. GS-9 through 
FP through | or military equivalest. Senw. 
officers are also welcome 


Schedule: 
9-:00.a.m. to 4:00 p.m 


Dates 
Begin End 
FY 03 

OS/2 1403 


Length Section 


OS/72¥03 3days unl 


Minimuny\laximum: | 5/25 
Tuition: $420 


INTERNATIONAL CONFLICT: 
DIPLOMACY 

Course Code PPS17 

For information call (703) 302-7184 


A seminar and workshop, using case 
studies, simulations, and other interactive 
methods and tools available to U.S. officials 
to analyze. prevent, and resolve a wide range 
of international conflict situations. This 
course will focus more on preventive 
diplomacy and post-conflict options than in 
its companion course on International 
Conflict: Peace Operations (PPS14) which 
focuses more on conflict management 
Indeed, the last day of this course will 
overlap with the first day of the Peace 
Operations course and students from both 
courses will take part in joint exercises and 
simulations. Officials are encouraged to 
enroll in both courses and receive a full, 
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concentrated week of traming on the range 
of US. responses to conflict situations 


Participants learn 

* How to analyze Mages of mternational 
conflicts including mmpact on US. interests 

© How to gather information and network 

* How to use practical tools to help prevent. 
manage. and resolve conflicts 

¢ Differing interagency perceptions and 
approaches 

¢ About the evolution of US. policy. 
including funding tssucs 

* Congressional and Non-governmental 
OrgamiZation perspectives 


OPM Competencies Addressed: 
/ External Awareness 

/ Influencing/Negotiating 

/ Political Savvy 

/ Problem Solving 

/ Strategic Thinking 


FS Precepts Addressed: 

¢/ Critical Thinking 

/ Institutional Know ledge 

/ Job Information 

/ Persuasion and Negotiation 

/ Problem Solving and Decision Making 
¢f Professional Expertise 


Audience: 

For Foreign Service, Civil Service. national 
security personnel or others whose work 
may include responsibility for difficult 
international conflict situations affecting 
U.S. interests. The class ts open to officers 
and staff of the Department of State, AID. 
DoD and other agencies of Grades FO-4 
through |; GS-9 through 15; FP-4 through | 
or military equivalent. Semor officers are 
also welcome 


Schedule: 
9:00 a.m. to 4:00 p.m 
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Dates: 

Begin End Length Section 
FYOB 

OVIWOS §=GS2IAB 3 days On)! 
Minimum Maximum: | 5/25 

Tuition: $420 


INTERNATIONAL CONFLICT 
WORKSHOP: 

PREVENTION TO INTERVENTION 
Course Code PPS19 

For information call (703) 302-7184 


A week-long seminar and workshop. using 
case siudies, simulations. and other 
imteractive methods and tools available to 
U.S. officials to analyze. prevent, resolve, 
and manage a wide range of international 
conflict situations. This course combines 
International Conflict: Diplomacy (PPS17) 
with International Conflict: Peace Operations 
(PPS14). In the third day of this combined 
course, students who have signed up for 
either of these courses will take part in joint 
exercises and simulations. Officials are 
encouraged to enroll in this combined course 
and receive a full, concentrated week of 
training to develop skills related to a wide 
range of U.S. responses to conflict 
Situations 


Participants learn 

* How to analyze stages of imternational 
contlicts inclucing impact on US 
interests 

¢ How to gather information and network 

* How to use practical tools to help prevent, 
manage. and resolve conflicts 

¢ Differing interagency perceptions and 
approaches. 

¢ About the evolution of U.S. policy. 
including funding issues. 

* Congressional and Non-governmental 
Organization perspectives 
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¢ Practical lessons from actual peace 
operations, including those conducted 
under United Nations authority and by 
other international groupings 





OPM Competencies Addressed: 
/ External Awareness 

/ Influencing/Negotating 

/ Political Savvy 

/ Problem Solving 

/ Strategic Thinking 


FS Precepts Addressed: 

/ Critical Thinking 

/ institutional Know lodge 

/ Job Information 

/ Persuasion and Negotiation 

/ Problem Solving and Decision Making 
/ Professional Expertise 


_ a — OC 


Audience: 

For Foreign Service. Civil Service. national 
security personnel or others whose work 
may include responsibility for difficult 
imtermational conflict situations affecting 
U.S. interests. This workshop ts open to 
officers and staff of the Department of State. 
AID. DoD and other agencies of Grades FO-4 
through |; GS-9 through 15; FP-4 through | 
or military equivalent. Semor officers are 
also welcome 


; 





Schedule: 
900 am. to4:00 p.m 


Dates: 
Begin End 
FY 03 

OS/19/03 


Length Section 


08203 4 =Sdays O00 
Minimumn/Maximum: | §/>S 


Tuition: $700 


INTERNATIONAL TERRORISM: 
UNDERSTAND'NG THE THREAT 
AND FORMULATING A RESPONSE 
Course Cade PPS2! 

For information call (703) 302-7184 


This three-day seminar ts designed for nud- 
level officers trom the Department of State 
and other agencies with an interest in the 
phenomenon of international terronsm and 
its umpact on US. foreagn policy, particularly 
given the post-September 11 environment 
Through the use of expenmenced speakers 
(both governmental and NGO). case studies 
and gamung exercises, the course will explore 
practical ways national security policy 
makers and officers goung to the field can 
counter the threat of international terronsm. 
The courses and maternal will focus on both 
the theoretical, ¢.g.. understanding the 
causes of terronsm and the mind and the 
motivation of the terrorist, and the 
operational, ¢.g.. building coalitions, 
enhancing national and international 
cooperation, and controlling the flow of 
finances across international borders 


Participants learn 

* To understand the mind, motivation, and 
the method of the terrorst. 

* To understand the different causes of 
international terronsm 

* How U.S. policy makers develop and 
implement counter-terrorism strategies 

* How to coordinate Jifferent agency 
agendas in combating terronsm 

* How to work effectively mm building and 

coordinating an international coalition 





FS Precepts Addressed: 

/ Critical Thinking 

_ # Institutional Know ledge 
Problem Solving and Decision Making 
_ # Persuasion ond Negotiation 

| & Professional Expertise 

/ Technical Skills 
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OPM Competencies Addressed: 
/txiernal Awareness 
/influencing/Negotiating 
/Polmcal Savvy 

/Probiem Solving 

/Strateguc Thinking 


Audience: 
For Forergn Service. Civil Service, national 
security personne! or others whose work 
may include responsibility for countenng 
imemational terronsm. This workshop ts 
open to officers and staff of the Department 
of State. AID, DoD and other agencies of 
Grades FO-4 through |; GS-9 through 15; 
FP-4 through | of military equivalent. Semor 
officers are also welcome 


Schedule: 
91am tos 00pm 
Clearance: 


SECRET 
Clearance must be indicated on traning form 


Dates: 

Begin End Length Section 
FY 

OVIWO3 §=OVI0R Sdays = O00 
Minimunyaximum: | $25 

Tuition: $420 





LABOR OFFICER SKILLS 
Course Code PL.103 


A comprehensive review of the skills and 
knowledge required to serve as labor 
attaches and labor reporting officers at US 
HMSO OVETSOC RS 


Participants learn 

¢ Duties of the labor officer. including 
worker nghts and labor sector reporting 

© Major labor-management issues mm the US 

© History, structure, and current concerns 
of the US. Labor movement 

© International labor issues and fora 


For wuntormation contact DRL/LEA at 
(202) 647413242 


OPM Competencies Addressed. 


/ External Awareness 

/ Influencing/Negotiating 
/ Political Savvy 

/ Problem Solving ) 
/ Strategic Thinking | 


FS Pre epts Addressed: | 
/ Critical Thinking | 
/ Institutional Know ledge | 
/ Job Know ledge 
/ Persuasion and Negotiation 
/ Problem Solving and Decision Making 
/ Professional Expertise 
Audience: 
Officers assigned to labor attaché or labor 
reporting positions overseas 


Schedule: 

90am. to4:00 p.m 

Dates: 

Begin End Length Section 
FYOS 

OOANAR O7R503 Iweeks OD! 
Minimum/Maximum: | (25 

Tuition: $2,100 
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LABOR RIGHTS REPORTING 
Course Cade PL 104 


An intensive. one-day review of required 
reporting on workers nghts and associated 
issucs, Offered in coordination with the 
Bureau of Democracy, Human Rights and 
Labor (DRL) 


Partscupants learn 

© The legislative requirements for reporting 
on workers nghts 

¢ Limkages between labor standards and 
trade legislation 

¢ The role of the International Labor 
Organization in the maintenance of labor 
standards 

* Sources and standards that contribute to 
effective workers nghts reportung 


For wnformation contact DRL/LEA at 
(202) 6470342 

OPM Competencies Addressed: 

/ External Awareness 


FS Precepts Addressed: 
/ Institutional Know ledge 
/ Job Knowledge 

/ Professional Expertise 


— 


= 


Audience: 

This course 1s presented in conjunction with 
the three-week basic Labor Officer Skills 
Course (PL.103). It ts for officers wath specific 
labor nghts reporting responsibilities. or 
who will oversee preparation of such reports 
but do not need the three-week course 


Schedule: 





9:00 a.m. to 4:00 p.m. 

Date. 

Begin End Length Section 
FY 

O1IAB OIG | day (LD! 
Minimum Maximum: |‘) | ‘ 

Tuition: $|40 


MULTILATERAL DIPLOMACY 
Course Cade PP?! ! 
For information cali (703) 302-7184 


A workshop thal uses practical exercises, 
simulations. and examples from recent US 
expenence to prepare participants for work 
with international organizations, or for 
serving as a US. delegate to 1 mululateral 
mecting 


Particrpants learn 

° How the U.S. government organizes itself 
for multilateral work 

* Key US. policy pnontes mm the mululateral 
diplomatic arena 

¢ What to expect as typical daily routine in 
various types of multilateral work 

* To mmprove skills for tasks common to 
multilateral diplomatic work (such as 
negotiating Consensus texts and working 
with rules of procedures integral to 
mulnilateral meetings) 





OPM Competencies Addressed: | 
/ Influencing/Negotiating 


| & interpersonal Skills 
/ Problem Solving 


_ & Strategic Thinking 


FS Precepts Addressed: 
_ & interpersonal Skills | 
_ 7 Job Information 
_ ¢ Persuasion and Negotiation | 
7 Problem Solving and Decision Making 
Audience: 

Recommended for anyone newly assigned 
to a position that involves international 
organizations or meetings. The workshop 
is for officers and staff of the Department of 
State, AID, DoD and other agencies of 
Grades FO-4 through |, GS-9 through 15, 
FP-4 through | or military equivalent. Senior 
officers are also welcome 
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(,LOBAL AND MULTILATERAL ISSUES 


9am w+iSpm 

Dates: 

Begin End Length Secthhon 
FYO3 

ovi0ns + OYIN03 3days GD 
OwONoS = 8=6ORORS tdayvs GN 
Minumum Maximum: | 5/75 


Tuition: $420 
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INTERPERSONAL SKILLS 





CAREER BUILDERS: 
COMMUNICATION SKILLS 
Course Cade PK.OU9 

See Interpersonal 


CIVIL SERVICE OFFICE SUPPORT 
PROFESSIONAL PROGRAM 
Course Cade PK.206 

See Office Management 


CUSTOMER SERVICE TRAINING 
Course Cade PAI43 


See Administration 


JOB SAVVY: SKILLS FOR 
WORKPLACE SUCCESS 
Course Cade PK 146 

See Interpersonal 


MANAGING CUSTOMER 
SERVICE TRAINING 
Courw Cade PAI23 


Ne ‘ 4umini ‘iJrulnw 


NEW WAYS TO PROBLEM SOLVE 
Course Cade PK 3%) 
See Off ¢ Manaeement 


PATHWAYS TO SUCCESS 
Course Cade PK 111 
See Office Management 


PROFESSIONAL DEVELOPMENT 
SEMINAR FOR FOREIGN SERVICE 
OFFICE MANAGEMENT 
SPECIALISTS 

Course Cade PK %0)2 

See Office Mana eement 
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LANGUAGE STUDIES 


GENERAL INFORMATION 


The Domestic Programs 

FSI language training aims to prepare 
individuals to live and work effectively 
overseas. A variety of programs is offered, 
tailored to the needs of various professional 
specialties within the Department and the 
foreign affairs community. Programs range 
in length from a few weeks to two years. 
Some language programs are part-time; most 
are full-time. Some programs aim at 
developing a broad proficiency in the 
language, while others are focused on 
specific tasks in situations likely to be 
encountered overseas. 


The Overseas Programs - 
The Field Schools 


FSI offers overseas training programs in 
Arabic, Chinese, Japanese, and Korean. The 
advanced Chinese program is under the 
auspices of the American Institute of Taiwan; 
the others are FSl-operated field schools 


The goal of these programs is to enable 
students to progress from S/R-2 to S/R-3 or 
beyond. An advanced area studies 
component is included, as well as field trips 
and special assignments to promote 
extramural language usage. Classes are kept 
as small as resources permit. 


Distance Learning 

Online courses (through the Department 
of State's OpenNet or via Internet for third 
party courses) are offered in beginning 
German, Greek, and Korean and in advanced 
reading for French, Portuguese, Russian, and 
Spanish. (Other languages are under 
development.) Online courses make it 
possible to begin or continue language 
Study at post. These courses have content 
similar to traditional language classes, and 
students participate through a variety of 


computer interactive exercises. Students 
work at their own pace, 8-15 hours per week 
at times convenient to them, under the 
guidance of a teacher/mentor. Com- 
munication takes place via e-mail, bulletin 
board, recorded audio, fax, and/or phone. 
Online learning requires strong computer 
skills, disciplined work habits, and effective 
lime management. 


Out and About 


A new series of interactive multimedia 
programs, called Out and About in [City], 
introduce newcomers al post to the local 
linguistic and cultural environment. The 
software, delivered on CD-ROM, is designed 
specifically for posts with difficult languages 
and iarge U.S. Government populations. 
Current titles include Out and About in 
Athens, Beijing, Moscow and Tokyo. 
Upcoming titles add Out and About in 
Bangkok, Cairo, Kiev, and St. Petersburg, 
with more cities on the way. 


The Right Course 

lt is very important that employees be 
enrolled in the lai, :uage program that best 
addresses their needs. Please read 
carefully the course descriptions that 
follow; additional information can be 
obtained by calling the Language Training 
Supervisor of the language in question, 
or (703) 302-7242. 


The Length of Training 

Most FSI language programs are of a 
specified length, such as the F.A.S.T. 
(Familiarization and Short-Term) courses, 
which typically are eight weeks. In some 
cases, the length of the training assignment 
is determined by the learner's starting 
proficiency, the desired ending proficiency, 
the difficulty of the language, and the 
learner's rai of progress. 
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LANGUAGE STUDIES 


When to Start Training 

Beginners: Individuals with little or no 
prior knowledge of the language should 
register to begin training on one of the 
established start-dates. Consult the Quick 
Reference calendars for the language and 
program in question. 


Non-beginners: Individuals with prior 
proficiency in the language should register 
on a date when they can join an existing 
class. Consequently, determining the start- 
date for a non-beginner involves 
consultation with the Language Training 
Supervisor for that language. 


Tuition 


All agencies share the cost of FSI 
language training. Agencies other than State 
do so through the payment of tuition. 
Current rates appear in the back of this 
catalog. Questions about tuition rates 
should be directed to the FSI Budget Office 
at (703) 302-7283. 


Full-time Training 

Most FSI language programs, except 
distance learning, involve instructor contact 
hours daily and additiona! time devoted to 
guided on-campus study, technology- 
assisted instruction, and some homework. 
Training is continuous, Monday through 
Friday, with, in general, alternate Wednesday 
afternoons off so that students may attend 
to personal or administrative matters 
Faculty in-service training 1s scheduled on 
these “administrative afternoons” to the 
greatest extent possible. 


Absences 


Students who miss more than a few days 
for any reason will fall behind and may not 
be able to reyoin their class. For this reason, 
annual leave cannot be approved for those 
enrolled in full-time language courses. 
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Holidays 

All Federal holidays are observed. There 
is no language training during the winter 
vacation. Agencies will not be billed for the 
vacation week. 
December 24-31, 2003 
December 24-31, 2004 
December 26-January 2, 2005 


Optional Leave Days 

Around the Thanksgiving, July 4", and 
spring break public school holidays, certain 
days may be designated as Optional Leave 
days, when students may attend classes, 
engage in self-study, or take annual leave 
by arrangement with their agency. Other 
Optional Leave days, if any, are announced 
at the beginning of the course. 


Orientation 

Students attend orientation sessions to 
the school and to the language on their first 
day of class. The Guide for Language 
Students and Road Map to a specific 
language program contain detailed 
administrative and course information. 


REGISTRATION 


Admissions decisions are made by the 
School of Language Studies in response to 
requests for training. Training requests are 
submitted to the FSI Office of the Registrar. 
For details of the registration procedure, see 
page 5. 

The School of Language Studies 
endeavors to accommodate all legitimate 
training requests. Traming capacities are 
finite, however, and not all training requests 
can be honored when and as requested. This 
is especially so in the case of low-volume 
languages. Consult with the School of 
Language Studies (703) 302-7242 regarding 
enrollment in those languages prior to 
registration. In all languages, the more lead- 
time the better. 











LANGUAGE STUDIES 


To register for language training, one 
needs to provide a course code (which 
identifies the language and type of course), 
as well as start-stop dates and the number 
of weeks of training. The following pages 
provide this information. 


Course Codes 


Each FSI program has a unique 
designation known as a “course code.” 
Course codes for language training have two 
parts: a three-letter language code, the letter 
“L” and a two letter language indicator (see 
page 204), followed by a three-digit program 
code. For example, “LGM100" is the course 
code for the “German BASIC course.” 


Program Codes 

Code Program 

100 Basic Course: including “group of 
one” (as in low density languages) 

101 Advanced Course 

200 FAST Course 

201 Refresher Course 

300 Early Morning Course 

401 Online Reading Maintenance 
Course 

410 Online Introductory Course 

4X) “Express” Online Familiarization 
Course 

700 Part-Time Tutorial (by special 
arrangement only) 

800 Full-Time Tutorial (obligatory 
tutorial as distinct from a 
“group of one”) 

950 Field School —- Overseas Programs 
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LANGUAGE STUDIES 


Codes 


The language codes currently in use at 
FSI appear below. NOTE: Not every program 
is available in every language. Refer to the 
schedules listed with the Course 
Descriptions. 


* Languages marked by an asterisk are 
taught by special arrangement only. 
Prospective students must consult with the 
School of Language Studies in advance at 
(703) 302-7242. 


* 


SSSREERRRDRESSHESSHSSROSEEES REESE 


Amharic 

Arabic (Egyptian) 

Arabic (Modern Standard) 
Armenian (Eastern) 


Cambodian (Khmer) 
Chinese (Cantonese) 
Chinese (Mandarin) 
Croatian 

Czech 

Danish 

Dari ( Persian, Afghan) 
Dutch 

Estonian 

Farsi (Persian, Iranian) 
Finnish 

French 

Georgian 

German 

Greek 

Haitian Creole 
Hebrew 

Hindi 

Hunganan 

Icelandic 

Indonesian 

Italian 

Japanese 


EEEGE 


SEREGERSSSSSESZESES 


y 
= 


E ESEEEESSOSS 


Kazakh 

Khmer (Cambodian) 
Kiswahili (Swahili) 
Korean 

Kyrgyz 

Lao 

Latvian 

Lithuanian 
Macedonian 
Malay 

Mongolian 


Nepali 


Persian, Iranian (Farsi) 
Persian, Tajiki ( Tajiki) 
Pilipino (Tagalog) 
Polish 

Portuguese 

Romanian 

Russian 

Serbian 
Sinhala/Singhalese 
Slovak 

Slovenian 

Spanish 

Swahili (Kiswahili) 
Swedish 

Tagalog 

Tajiki (Persian, Tajiki) 
Thai 
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LANGUAGE ST& DIES 


COURSE DESCRIPTIONS 


THE BASIC COURSES: 
LONG-TERM LANGUAGE 
& AREA STUDIES 

Course Code L_ 100 


BASIC courses are offered in over 60 
languages. They are designed to enable 
learners to develop a general language 
proficiency, as well as specific com- 
municative competencies required for their 
work. One half-day each week 1s devoted to 
advanced area studies to increase under- 
standing of the country of assignment, its 
role in the region, and its relationship with 
the United States. 


Most BASIC courses consist of an 
extensive core curriculum of speaking, 
reading, and listening practice, with 
accommodation to individual jobs, and 
individual learning styles. BASIC courses 
imvolve a mix of live instruction in small 
groups, study guidance, educational 
technology support, homework, and 
extramural activities. The best available 
textbooks and reference books are used: 
many developed by the FSI faculty. BASIC 
courses make use of resources available 
through the Voice of America, SCOLA 
satellite TV, the International Channel, and 
the World Wide Web. Where available, 
commercial multimedia programs are 
integrated with classroom study. 


Many BASIC courses now make use of 
special scheduling and teaching activities 
aimed at accelerating and personalizing the 
training expenence. Programs employing the 
Accelerated Personalized Training (APT 
model are characterized by a higher degree 
of involvement by learners in determining 
how best to prepare for the linguistic tasks 
overseas, how to make the most efficient 
use of thei abilities and language study time, 
and how to continue language learning 
after training 


Proficiency expectations, course 
duration, and language category: BASIC 
courses are sometimes referred to by their 
duration or their proficiency goals. Actual 
enrollment durations may vary, since 
shorter enrollments are appropriate for 
non-beginners. In other cases, additional 
tume may be required to meet the desired 
end-of-training proficiency level. Consult 
the Language Training Supervisor 
directly, or the School of Language 
Studies at (703) 302-7242. 


Following are the traditional State 
Department language categories and 
expectations: 


“World Languages”: Romance and 
Germanic 


S-VR-3 Objective: 

24 Weeks - French, Italian, Portuguese, 
Romanian, Spanish 

23 Weeks - Danish, Norwegian, Swedish 
30 Weeks - German 

For S-2/R-2 Objective, consult the Language 
Training Supervisor 


“Hard Languages”: Al! others except 
Arabic, Chinese (Cantonese and Mandarin), 


Japanese, and Korean 


S-VR-3 Objective: 44 Weeks 
(Indonesian, Malay, Swahili: 36 weeks) 
S-2/R-2 Objective: 23 Weeks 


“Super-hard Languages”: Arabic, Chinese 
(Cantonese and Mandarin), Japanese, and 
Korean 


S-VR-3 Objective: 88 Weeks 

(See Overseas Advanced Training - 
The Field Schools) 

(2™ Year Cartonese is only offered 
in Washington) 

S-2/R-2 Objective: 44 Weeks 
S-2/R-0 Objective: 23 Weeks 
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Participants learn to: 

* Converse with native speakers in a wide 
variety of situations: professional, social, 
and daily-life. 

* Understand language as spoken among 
native speakers and on the broadcast 
media. 

* Read official documents and the print 
media. 

* Perform job-related tasks involving the 
use of the language. 

* Develop self-reliance as language learners. 


Audience: 

Executive Branch employees assigned by 
their agencies for long-term language 
Studies in preparation for an overseas 
assignment. Accompanying family members 
who are 18 years or older are admitted on a 
space available basis. Beginners of all ranks 
whose training time ts limited to eight weeks 
or less should enroll in the F.A.S.T. course 
rather than the BASIC course (see pages 
213-214). 


Schedule: 

Training is generally between the hours of 
7:30 a.m. and 6:30 p.m., Monday through 
Friday, except for federal holidays. Some 
classes may begin as early as 7:30 a.m. or as 
late as 1:00 p.m. and may end as late as 
6:30 p.m. No annual leave is authorized 
during a full-time language training 
assignment. Scheduled start dates for 
courses appear in the following Quick 
Reference guides. Non-beginners should 
consult with the Language Training 
Supervisor of the language in question or 
call (703) 302-7242. 





Tuition: 

$880 per student-week for an individual 
enrollment. Multiple enrollments, that is two 
or more students from the same agency 
enrolled on the same date in the same 
language at the same level, are charged at a 
reduced rate of $580 per student week. 
(Hourly rate for specially arranged individual 
part-time or full-time tutorial is $6-Vhour. ) 





206 Schedule of Courses 








LANGUAGE STUDIES 


BASIC COURSES Quick Reference Start Dates 


FRENCH, SPANISH, ITALIAN and PORTUGUESE BASIC (24 weeks) 


1190402 —g> 04/25/03 
02/2403 ——g> 08/08/03 
093103 ——> 09/12/03 
04/2803 ——p> 10/10/03 
05/2703 —g> «11/0703 
070703 —— 12/1903 
090203 ——> 02/2004 
110303 ———& 04/23/04 
02/204 ——— 08/06/04 
OV29/04 —> © 09/10/04 
04/26/04 ——> += 10/08/04 
05/24/04 ——® 11/05/04 
070604 —> 12/17/04 
09/07/04 ——— 02/25/05 
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Bb lean el aniseelia 


BASIC COURSES Quick Reference Start Dates 


GERMAN BASIC (24 or 30 weeks) 


110402 ——p> 04/2503 
110402 ———@ 06/06/03 
027403 ———® 08/08/03 
0272403 ——=—> 09/19/03 
08/2703 ——® 1110703 
08/2703 ——— = 12/1903 
090203 ———p 02/20/04 
090203 ——> 04/02/04 
110003 —— 04/23/04 
_ 110VO3 ———® 06/04/04 
02204 ——> = 08/06/04 
02/2304 ———— += 09/17/04 
05/2404 ——® 11/05/04 
08/2404 — = 12/17/04 
090704 ——> 02/25/05 
09/0704 ——> 04/06/05 
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LANGUAGE STUDIES 


BASIC COURSES Quick Reference Start Dates 


ALL OTHER LANGUAGES BASIC (23, 24, 44 or 36 week) 
Two Starts per year 
02/2403 ———@> 08/01/03 
09/02/03 = 02/13/04 
090203 ——=—= 02/20/04 
090203 —— +9 05/14/04" 
00203 ——— 9070904 
02/204 ———= 07/30/04 
090704 ——& 02/18/05 
09/0704 ———> 02/25/05 
09/07/04 eg 05/20/05" 
O907I04 gy §— 7/15/05 


*Indonesian, Malay and Swahili only 
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LANGA AGE STUDIES 


THE FA.S.T. COURSES: 
FRENCH and SFANISH F.AS.T. (7-8 weeks) 


110402 ——®> 12/2002 
022403 =——P 04/1803 
043103 ——® 052303 
04/2803 ——> 06/2003 
08/2703 ——> 07/18/03 
07A7NS ——®> 08/22/03 
090203 ——> 10/2403 
1A — p> 12/19/03 
02/204 —® 04/16/04 
ov2904 —— > 05/21/04 
04/2604 ———® 06/18/04 
05/2404 ——®> 07/16/04 
0706/04 ——> 08/20/04 
09/0704 ——®> 10/29/04 
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THE FA.S.T. COURSES: 
ITALIAN and PORTUGUESE F.AS.T. (7-8 weeks) 


110402 ——® 12/2012 
0272403 ——> 04/1803 
0931/3 —— 05/23'03 
062703 —— > 07/1803 
070703 ——®> 08/22/03 
090203 ——> 10/2403 
10S —S 121903 
022704 ——> 04/16/04 
OY2904 ——p 05/21/04 
05/2404 ——@ 07/16/04 
0706/04 ——® 08/20/04 
090704 =p 10/29/04 
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THE FAS.T. COURSES: 


RUSSIAN and GERMAN FAST. 


10402 ——> 122002 
0272403 ——> 04/1803 
070703 ——> 08/2203 
080203 —— > 107403 
11002 —> 12/1903 
022364 ——P 041604 
070604 ——> 08/20/04 
090704 —— > 10/29/04 


ALL OTHER LANGUAGES F.A.S.T. 


022403 ——> 04/1803 
070703 ——® 06/22/03 
030203 ——> 102403 
0272404 ——> 04/16/04 
0706/04 ——> 06/20/04 
0907104 ——> 10/29/04 
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Daten 

Begin End Length Section 
FY 

15 (GOI5 liweeks GD! 
Pons Gives liweeks GD 
POS GQaKs6 weeks OO 
POY OAM 4weeks OM 
mm ~Os146 *Yweeks OS" 
FY 

Oivsa Ov lj weeks OD! 
mm Ovies liweeks ON 
mom O25 IMweeks OG 
(PAS OSS 44weeks OM 
mm OSO05 weeks O05" 
*Indomesian. Mala, and Swahili only 


THE F.A.S.T. COURSES: 
FAMILIARIZATION & SHORT- 
TERM LANGUAGE STUDIES 
Course Cade _ 0 


F AS T courses are designed for beginners 
with a of two months 
or less. As such, F.A.S.T. courses are 
appropnate for Executive Branch employes 
of all ranks and assignments, as well as for 
farmly members Trasmung 1s full-tome and 
intensive. Lessons are derived from 
situations likely to be encountered overseas 


in a particular locale. F.AS.T. traiming is 
preparation for getting things done despite 


Because the F_A.S._T. courses are very brief, 
the arm ts situational readiness rather than 
an S/R rating. end-of training proficrency 
tests are voluntary 


Participants learn to 
* Express needs and obtain services 


¢ Get information and deal with emergencies 
* Cope with native speakers 

¢ Engage in everyday social conversation 
* Use the telephone 
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Nudhence 

Executive Branch employees of all ranks 
aswigned by thew agencies for shert-term 
language studies m preparatoon tor an 
ovetseas aswigament bor hegenners of near 
beginncrs only Accompanying family 
mre met < 18 vears of older may he admitted 
on a space avatlable hast 


Schedule: 

Courses are of seven of enght weeks 
duranen They begin on start-dates shown 
m the schedules. Tramng is full-time 
generally hetween the hours of 7 4) am. and 
% Vip m.. Monday through Fnday 


Tuition: 

S880) per student-week for an mdividual 
enrollment Multuple enroliments. that rs two 
or more students from the same agency 
enrolled on the same date m the same 
language at the same level. are charged at a 
reduced rate of $580 per student week 
(Hourly rate for specially arranged mndividual 
part-tome or full cme tutonal rs $6 Vhour ) 


1. FRENCH and SPANISH F.A.S.T. 


Dates: 

Begin End Length Section 
FY! 

1AMAL OID Tweeks (DI 
man oven Rwecks (GID 
ovina one VWE Rweeks (905 
(e/2RA) (WS Rweeks (6 
won ONAN Rweeks (CK 
(WAY ANS (AOA Tweeks (CH 
(AIA W24A)3 Rweeks (07 
rY(s 

TTA Mays 1reays weeks (I 
move wie Rweeks (ID 
nvowmM 6A Rweeks (in) 
MOWM Ovi Rweeks (iM 
mou 6A Rweeks (ODDS 
rw ~omEowM Tweeks (OH 
(MANTA 1 WOWA Rweeks (UN) 
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2. ITALIAN and PORTUGUESE 


FA.S.T. 


Daten 

Begin 

FY 

AMA 
(2443 
OVILAB 
WwOTAR 
(TATA 
(MAI 
FY( 

1AM 
v2 VM 
Ova 
wl 
Uh eal 
(MAT Abe 


ind 


Ian 
(eT SDS 
nKeoME 
7/1 
(wl 
\w244)3 


1 yon 
4/16 
2 1AM 
7/16 
ON 
(W204 


Length 


7 weeks 
& weeks 
5 weeks 
weeks 
7 weeks 
| weeks 


7 weeks 
5 weeks 
SX weeks 
XS weeks 
7 weeks 
5 weeks 


Secthon 


(mn) 
a 
(ry 
(tin 
Ons 
in 


(mm 
iin 
ath 
(tte 
iia 
wile 


3. RUSSIAN and GERMAN FAS.T. 


Dates 
Begin 
FY: 
| AMA? 
(2/2444 
(AYA 
(MAAN 
FY (4 
11M 
02MM 
(AINA 
(MAST AM 


End 


| MWD 
(hi 1 8A3 
(WW 22A)3 
M2443 


1YIGAys 
(4/164 
COR 
)V204M 


Length 


7 weeks 
X weeks 
7 weeks 
“ weeks 


7 weeks 
8 weeks 
7 weeks 
& weeks 


Section 


OOD! 
or 
oom 
on 


ap! 
hie 
oon 
(iis 


4. ALL OTHER LANGUAGES FA.S.T. 


Dates 
Begin 
FY™® 
(24404 
(VTAYTAYS 
(MAAN 
ry 
02 VM 
(7 inAM 
(ATT AM 


End 


(ey | AS 
(/22AN3 
2443 


(ek) | 6d 
(AWM 
)(V29AM 


Length 


S weeks 
7 weeks 
8 weeks 


weeks 
7 week. 
KX weeks 


Secthow 


op! 
aT 
om 


(mn) 
Thin 
am 





LANGUAGE STUDIES 


THE EARLY MORNING COURSES 
Course Code 300 


Early Morning Training (7:30-8:40 a.m.) ts 
intended for Executive Branch employees 
or Eligible Family Members who have or will 
have a job-related need for language 
proficiency but whose assignment to full- 
time training is problematic. Training is 
offered in several languages during two 
17-week semesters. 


As of the date of this catalog, Early Morning 
Training is offered in Arabic, Chinese 
(Mandarin), French, German, Italian, 
Japanese, Portuguese, Russian and 
Spanish. See the FSI web page for 
registration information. 


Participants learn to: 

¢ Participate with native speakers in social 
Situations. 

* Understand language as spoken among 
native speakers and on the broadcast 
media. 

¢ Perform job-related tasks involving the 
use of the language. 


Audience: 

Classes are limited to six students per class, 
and there must be three applicants at the 
same or about the same proficiency level in 
a language to justify starting a class. Family 
members 18 years or older may be admitted 
on a space available basis. 


Schedule: 

Training is part-time, with classes meeting 
from 7:30-8:40 a.m., Monday through Friday, 
at either the Shultz Center or at the Harry S. 
Truman building. 


Dates: 

Begin End Length Section 
FY 03 

02/18/03 §=06/133 ~=—s 17 weeks 0001 
09/29/03 = 02/06/04=—s« 19 weeks 0002* 


Begin End Length Section 
FY 04 
OV1704 = O6/1104 17 weeks O00! 


*No classes Dec. 22, 2003-Jan. 2, 2004 
Minimun/Maximum: 3/6 


Tuition: $2,240/semester 


THE REFRESHER COURSES 
Course Code 201 


Refresher courses are special six-week 
programs offered in the summer in several 
languages: Arabic, Chinese (Mandarin), 
German, Japanese, Korean, Russian, and 
Vietnamese. 


Refresher training aims at helping 
individuals refresh and sharpen their 
language skills. Learners work with 
profession-relatc | or job-related materials as 
well as materials designed to renew 
proficiency. 


Participants learn to: 

* Converse with native speakers in 
professional, social, and daily life 
Situations. 

* Perform job-related tasks involving the 
use of the language. 

* Maintain and enhance language skills 
after training. 


Audience: 

A pre-training evaluation, arranged directly 
with the Language Training Supervisor, is 
required prior to admission. Refresher 
training is open to Executive Branch 
employees of all ranks. Accompanying 
family members 18 years or older may be 
admitted on a space available basis. 
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LANGI 


Schedule: 

Refresher courses are six weeks in duration. 
Training is full-time, generally scheduled 
between the hours of 7:30 a.m. and 6:30 p.m., 


Monday through Friday. 

Dates: 

Begin End Length Section 
FY 03 

05/19/03 «6062703 =6weeks O00I 

FY 04 

OS/17/04 062504 6weeks ODI 


Tuition: 

$880 per student-week for an individual 
enrollment. Multiple enroliments, that is two 
or more students from the same agency 
enrolled on the same date in the same 
language at the same level, are charged at a 
reduced rate of $580 per student week. 


OVERSEAS 

ADVANCED TRAINING- 
THE FIELD SCHOOLS 
Course Code L_950 


The Foreign Service Institute offers 
overseas training programs in Arabic, 
Chinese, Japanese, and Korean. The 
advanced Chinese program is under the 
auspices of the American Institute of Taiwan 
(AIT), the others are FSl-operated field 
schools. 


The goal of these programs is to enable 
students to progress from S/R-2 to S/R-3 or 
beyond. An advanced area studies 
component is included, as well as field trips 
and special assignments to promote 
extramural language usage. Classes are kept 
as small as resources permit. 


The Foreign Service Institute recom- 
mends that students receive their first-year 
training at the FSI/Washington. Consult with 
FSI/SLS regarding students with other 
learning experiences. 


AGE STUDIES 


The school year begins in August and 
ends in June. Consult with the FSI/ 
Washington regarding enrollments «i other 
times. Since overseas training involves 
housing, last minute requests are very 
difficult to accommodate. All requests 
should be received by the FSI in 
Washington by January 01, for the coming 
August. 


Training requests should be com- 
municated to the FSI in Washington, rather 
than to field school directors. 


Resources permitting, the FSI will accept 
requests for full-time training of spouses 
who meet entry requirements. Spouses who 
are accepted as full-time students are 
expected to meet all course requirements and 
are accorded the same privileges as 
employee students. 


ARABIC (AD) 

Course Code LAD9S0 

In Tunis: Advanced level training in Spoken/ 
Written Arabic and Area Studies 
Dates: 

Begin End 

FY 03-04 

OW/18/03 = 06/18/04 

FY 04-05 

OW 16/04 == 06/17/05 

FY 05-06 

08/22/05 06/23/06 


CHINESE (CM) 

Course Code LCM950 

At AIT in Taipei: Advanced level training in 
Spoken/Written Modern Standard Chinese 
and Area Studies 


Dates: 

Begin End 
FY 03-04 

O8/ 18/03 = 06/18/04 
FY 04-05 
O8/16/04 = 06/17/05 
FY 05-06 
08/22/05 06/23/06 
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LANGUAGE STUDIES 


JAPANESE (JA) 

Course Code LJA9S0 

In Yokohama: Advanced level training in 
Spoken/Written Japanese and Area Studies 


Dates: 

Begin End 

FY 03-04 

OB/1803 06/18/04 

FY 04-05 

OB/1604 06/17/05 

FY 05-06 

08/22/05 06/23/06 

KOREAN (KP) 

Course Code LKP9S0 

In Seoul: Advanced level training in Spoken/ 
Written Korean and Area Studies 
Dates: 

Begin End 

FY 03-04 

08/18/03 8606/18/04 

FY 04-05 

O8/1G/04 = =—06/17/05 

FY 05-06 

08/22/05 06/23/06 


THE ONLINE COURSES 


Please note that these courses are limited to 
Department of State employees and Eligible 


_ Family Members. Students may self-enroll 
_ by submitting a DS-755 to the FSI Registrar 
_ via Fax at (703) 302-7152. The supervisor's 
| Signature is required. 


_ ONLINE READING 
_ MAINTENANCE COURSE 


Course Code L_401 
Available on OpenNet. 


This course is designed to help employees 


_ maintain their advanced reading skills in 


French, Polish, Portuguese, Russian, and 


_ Spanish. The course is taught electronically 
_ online through OpenNet. Course materials 
| are deiivered on OpenNet in a passworded 


area. Passwords are provided to registered 


_ students. Official registration is required. 


Mentoring by a FSI Language and Culture 


_ Instructor takes place privately and with the 
group, via e-mail or “bulletin board.” A FSI 
_ reading proficiency test will be administered 
at the end of the course. 


| Participants learn to: 
_ * Read and interpret print media on job- 


related social, political, and economic 
issues. 


z Acquire cultural information necessary for 


effective communication and analysis. 


_ © Maintain language skills after training. 
Audience: 


Department of State personnel and Eligible 


_ Family Members who are 18 years or older 


with a tested score of R-3 or higher in the 


language. 

_ Prerequisite: 

_ Basic familiarity with the Windows 
environment. Access to OpenNet 


_ (Department of State intranet). 
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LANGUAGE STUDIES 


Schedule: 
Participants dedicate at least two to three 
hours per week. 


Dates: 

Begin End Length Section 
FY 03 

02/1803 05/09/03 |2weeks OOD! 
09/2903 12/193 \2weeks 002 
FY 04 

02/1704 = 05/074 = |2 weeks O00 
09/2704 12/1704 12weeks 0002 
Tuition: No charge 


If you would like more information about 
this course, please send an e-mail to 


ONLINE INTRODUCTORY 
LANGUAGE COURSE 
Course Code L_410 

Available on OpenNet. 


The Online Introductory Course is designed 
to teach the basic language structure and 
grammar together with high frequency 
vocabulary used in daily life. The course is 
on CD-ROM. Online mentoring takes place 
privately and/or with the group by a FSI 
Language and Culture Instructor. Participants 
learn to read simple texts and dialogues and 
to engage in communication at the 
elementary proficiency level. Furthermore, 
learners will experience the excitement of 
understanding the spoken language and 
expressing their thoughts through the use 
of various sentence patterns and idiomatic 
phrases. By accessing a rich set of Help 
Options for grammar, vocabulary, or cultural 
explanations, learners will be able to pursue 
an individualized mode of instruction at their 
own pace. The course is offered in Korean 
only. A FSI proficiency test will be 
administered at the end of the course. 
Audience: 
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Department of State employees and their 
Eligible Family Members who are 18 years 
or older. 


Basic familiarity with the Windows 
environment. Access to OpenNet. 


Schedule: 

Participants dedicate eight to twelve hours 
a week to coursework. 

Dates: 

Begin End Length Section 
FY0S 

071803 OBDIN3 3 24weeks OODI 
0972903 OVI9N4 4weeks 0002 
FY04 

001704 O73004 4weeks O00! 
0927/04 OMISMOS 24weeks 0002 
Tuition: No charge 


If you would like more information about 
this course, please send an e-mail to 


OnlineLanguage @ state gov. 











“EXPRESS” ONLINE LANGUAGE 
FAMILIARIZATION COURSE 
Course Code L_420 

Available on OpenNet. 


The “Express” Online Familiarization Course 
provides basic familiarization with the 
language and culture of the host country. 
Lessons are derived from situations likely 
to be encountered overseas in a particular 
locale. The training prepares the learner to 
get things done despite limited linguistic 
ability by making use of essential 

and cultural knowledge. The course 
consists of a CD-ROM which ts sent to the 


and/or with the group by a FSI Language 
and Culture Instructor. Participants are 


expected to spend eight to twelve hours 
weekly in study. Participants who complete 
the course learn to read the simple texts and 
engage in elementary everyday interactions. 
The course is offered in German and Greek. 
A PSI proficiency test will be administered 
at the end of the course. 


Audience: 

Department of State employees and their 
Eligible Family Members who are 18 years 
or older. 


Basic familiarity with the Windows 
environment. Access to OpenNet. 


Schedule: 
Participants dedicate 8 to | 2 hours a week to 
coursework 


Dates: 

Begin End Length Section 
FYO3 

OvI803 ORDIS) = 24weeks ODI 
(2903 OVIWM Mdweeks OOD 
FYO4 

OWI O74 I4weeks O00! 
(274 OVIMIS J4weeks O02 


Tuition: No charge 


If you would like more information about 
this course, please send an e-mail to 


OnlineLanguage @ state gov. 


BEYOND-THREE 
TRAINING 
Course Code L_ 101 


By special arrangement, training is 
available for individuals who have been at 
or near the 3/3-level in a language, who have 
served a tour in that language, and who now 
are preparing for a repeat tour in that 
language. 


Whether learners attain the 4/4 level 
depends on many factors, most notably the 
time available for advanced study. 
of all students enrolled for 100 hours or more 
of instruction. 


Participants learn to: 

* Speak and read with special emphasis on 
the language of public diplomacy. 

* Acquire cultural information necessary for 
effective communication and analysis. 

* Develop writing and basic interpreting 
skalls. 


Audience: 
By special arrangement. Individuals with a 
¥3 or 2+/2+ proficiency, and in-country 
expenence. 


Schedule: 

Admissions are by arrangement. Training 1s 
full-tsme, generally scheduled between the 
hours of 7:30 a.m. and 6:30 p.m., Monday 
through Friday. Outside reading and 
activities will be expected. 


Dates: 
Negotiable 





Schedule of Courses 


219 





Baigent anreeelia. 


Tuition: 

$880 per student-week for an individual 
enrollment. Muluple enrollments, that 1s two 
or more students from the same agency 
enrolled on the same date in the same 


language at the same level, are charged at a 
reduced rate of $580 per student week. 


LANGUAGE SELF-STUDY 
PROGRAM 


If you are unable to commit to a regular 
schedule of language training, you may wish 
to consider a language self-study program. 
The Foreign Service Institute offers two 
options for independent language study: 

* Mulumedia Self-Study Language Program. 
* Traditional Self-Study Language Program. 
See the Self-Study section of this catalog 


= for details and tuition rates. 


Csuided Self-Study 

If you wish to have the assistance of a 
language teacher during your self-study 
program, please consult with the School of 
Language Studies about the possibility of 
tutorial guidance. Tuition is charged at the 
rate of $6Vhour, and the number of hours 
may be negotiated. Contact the Language 
Training Supervisor of the language in 
question, or call (703) 302-7242. 


POST LANGUAGE PROGRAM 
OFFICER COURSE 
Course Code PLP100 


This one-day course for Post Language 
Officers focuses on both pedagogical and 
administrative issues involved in running a 
Post Language Program, from how to hire a 
good teacher, to how to set up and oversee 


an instructional program and manage 
financial and instructional resources. 
Audience: 

Department of State Post Language Officers. 


Prerequisite: 
None. 


Schedule: 
9:00 a.m. to 5:00 p.m. 


Dates: 

Begin End Leneth Section 
FYO}04 

To be determined. 

Minimum/Maximum: | /SO 


Tuition: No charge 
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CONSULTATION: 
Learning Styles Diagnosis 
Course Cade L_ 999 


Individuals participate in a review of then 
learning styles and aptitudes, with 
information on how to maximize their 
strengths and minimize their weaknesses 
The process begins with a set of 
questionnaires on learning styles. learning 
Strategies, motivation, and language 
learming aptitude. After the questionnaires 
are scored, the student has an interview of 
45-60 minutes with a specialist in learning 
styles to look at the results and what they 
mean for that student's learning 


Individuals gain information about their 

* Language aptitude: strengths and 
weaknesses 

* Preferred approaches to learning (c.g... 
linear or non-linear, auditory-visual- 
kinesthetic } 

© Tolerance for ambiguity 

© General approach to learning strategies 

© Preferred classroom activities. 


Audience: 

Individuals from all government agencies 
who are currently in non-FSI language 
training or are candidates for language 
trang. The process can be adapted for 
students in other kinds of training as well 


None 


Schedule: 

By appointment through Research. 
Evaluation, and Development 

Call (703) 302-7280 


Dates: 
Ongoing 


Minimum/Maximum: 
special arrangement ) 


1/1 (Groups by 


Tution: $150 per individual 


CONSULTATION: 
Learning Styles Diagnosis 
Follow-up Appointment 
Course Code L_ 998 


Interviews to follow up on particular areas 
of need. such as specialized learning 
Strategies, are arranged on the basis of 
particular requirements 


Audience: 

Individuals from all government agencies 
who are currently in non-FSI language 
training or are candidates for language 
training. The process can be adapted for 
students i other kinds of traning as well 


Consultation: Learning Styles Diagnosis 
iL. 99). 


Schedule: 

By appointment through Research. 
Evaluation, and Development 

Call (703) 302-7250 


Dates: 
Ongoing 


1/1 (Groups by special arrangement.) 


Tuition: $150 per individual 
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LEADERSHIP MANAGEMENT 


ADVANCED 


CONSULAR COURSE 
Course Code PCS32 


See Consular 


ADVANCED LEADERSHIP SKILLS 
Course Code PT210 


Managing effectively from the middle 
requires highly developed skills in working 
with superiors, colleagues. and 
subordinates. Graduates of the FSI's highly 
regarded Intermediate Leadership Skills 
(PT207) and Basic Leadership Skills (PK245) 
seminars have been asking: “What's next? 
How can I keep developing my management 
skills and get feedback about my 
effectiveness’ What other traiming do you 
recommend tor my level” Advanced 
Leadership Skills is the next step in leadership 
development. The five-day workshop 
focuses on three levels: intrapersonal (selt- 
awareness). interpersonal (relationships 
between individuals). and group (teamwork) 


Participants will 
* Increase awareness of the impact of 
imterpersonal communication styles 
* Practice a variety of approaches in 
influencing up. laterally. and down in the 
organi7ation 
* Enhance thei understanding of how to 
foster an inclusive and collaborative work 
environment 
¢ Try new techniques for negotiating and 
resolving difficult conflict situations 
OPM Competencies Addressed: 
/ Conflict Management 
/ Interpersonal Skills 
/ Influencing and Negotiating 
/ Leveraging Diversity 
/ Team Building 
/ Vision 








FS Precepts Addressed: 
/ Performance Management and 


Evaluation 
/ Persuasion and Negotiation 


/ Social Perceptiveness 
/ Suppor for Equal Employment 
Opportunity 
/ Teamwork 





Audience: 
GS-15: FS-1! 


Prerequisite: 
Intermediate Leadership Skills (PT207), Basic 
Leadership Skills (PK245). or equivalent 


training 

Dates: 

Begin End Length 
FY OS 

WW21A02 WW2SA2—ss S| days 
1viwo2 §=«112202—sS: days 
010603 O13 = days 
03103 OMAR 5S days 
OVI203 8 OS/IG03 86S days 
O62¥03 O62703 5S days 
OVINOS OR82203 5S days 
(W203 WOM § days 
FY 04 

W203 = 10240038 = Ss days 
11703 «IRIS: days 
Minimum/\laximum: | (0/25 
Tuition: $! SOO 

ADVANCED PERSONNEL 


MANAGEMENT WORKSHOP 


Course Code PAI 
See Administration 


Section 


OUD! 
OU02 
0008 
OUD 
GUUS 
0006 
0007 
OUUR 


OOD! 
OOM 
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LEADERSHIP MANAGEMENT 





AMBASSADORIAL SEMINAR 
Course Code PT120 


The Ambassadoria! Seminar helps 
Ambassadorial appointees and their 
spouses prepare for the leadership role of 
mussions overseas. The Seminar ts a “how 
to do mt” course that tormer Chiefs of 
Mission have found insightful and 
informative. The setting ts collegial and 
informal, ut works best when the participants 
come prepared to share views and 
expenences. Spouses are cordially invited 
t© participate fully un the two-week Seminar 


Participants learn to 

¢ Explore the leadership role of the 
Ambassador from new and challenging 
perspectives 

¢ Examine relevant substantive topics. 
including: budgeting. working with 
imelligence and law enforcement. export 
promotion and ethics regulations 

¢ Manage and build teams at post 


For further information contact the 
Ambassadortal Seminar Coordinator at 
FSI; (703) 202-6708 or (703) 302-6743 


Audience: 
Newly appointed Ambassadors-designate 
and spouses. By assignment only. 


Prerequisite: 

All participants should have completed their 
required clearances and thei agrement 
reyuests should have been initiated before 
attending this Seminar. Note: 

are registered in the Ambassadorial 
Seminar by PER/CDA/PAS as part of the 
Ambassadonal appointment process. 


Schedule: 

8:30 am. to 5:00 p.m. daily with off-sites 
scheduled throughout the ten-day course 
Offered several times throughout the year 


Dates: 
FY OMM 
Dates to be determined 
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Contact PERACDA/PAS or the 
Ambassadonal Seminar Coordinator 


Viinimuny\Laximum: *% | > 
Tuition: No charge 


BASIC ADMINISTRATIVE 


MANAGEMENT 
Course Code PA224 
See Administration 


BASIC CONSULAR COURSE 
Course Code PCS30) 


See Consular 


BASIC LEADERSHIP SKILLS 


(Formerly Supervisory Studies Seminar) 
Course Code PK245 


This course focuses on the skills and 
attitudes that contribute to effective 
leadership and management of people 
Through self-assessments, case studies, and 
role-plays, you wall strengthen your insight 
and skilis in communicating, motivating. 
giving feedback and leading in a manner that 
develops talents of your employees to 
achieve office goals 


Participants learn to 

¢ Lead and manage more effectively 

© Successfully communicate and give 
feedback. 

¢ Create a work environment that promotes 
self-motivation, diversity and leadership 


OPM Competencies Addressed: 
/ Flexibility 

/ Leveraging Diversity | 
/ Integrity/Honesty 
/ Team Building 

/ Interpersonal Skills 
/ Oral Communication 
/ Problem Solving 


— = 














FS Precepts Addressed: 

/ Professional Standards 

/ Adaptability 

/ Teamwork 

¢ Social Perceptiveness 

/ Oral Communication 

/ Active Listening 

/ Operational Effectiveness 

/ Performance Management and 
Evaluation 

/ Support tor EEO 

/ Problem Solving and Decision Making 

/ Innovation 

/ Active Learning 


— —— ——_—__ —_ 








L 


Audience: 

GS-13 and FS-3 employees who have or 
anticipate having supervisory responsi- 
b.liues un the near future Sur able for Forergn 
Service Nationals who are supervisors. 





Prerequisite: 

None 

Schedule: 

900 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY OS 

12102 «122 Sdays) 6D 
OMS OWIAS Sdays Gm 
308 OF7805 Sdays (5 
oviens §=OS2M03 Sdays Ge 
Wiens O82003 Sdays (05 
O73 ONIIS Sdays U6 
O721A38 O72508 Sdays 007 
@iivos Gvis0s Sdays (IR 
FY O04 

120038) «= 14S OS days)=— 
MAYS O66 Sdays (mM 


BUREAU MISSION OFFSITES 
Course Code PT 30 


These specialized events are workshops 
designed to meet individual bureau or 
mission needs which are beyond the scope 
of regular FSi course offerings. 


Participants learn to: 

* Develop missions/goals for Bureaus/ 
Offices. 

© Develop intra/inter-office communication. 


* Develop skills in conflict management. 
Audience: 


Offered to bureaus/offices at thei request. 
None. 


Schedule: 
Workshoys will vary from one to three days. 


Dates: 
Dates to be determined by requesting office 


Minimum Maximum: | (2S 
Tuition: Iday S$%D 


2days SAD 
3days WO 
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COACHING: 
A TOOL FOR LEADING PEOPLE 
Course Cade PT211 


This one-day course 1s designed for Forergn 
Service and Civil Service supervisors. 
managers. and team leaders who are 
responsible for accomplishing results 
through other people. The participants will 
learn and practice techmiques that will help 
them bning about performance achievements 
through a one-on-one coaching relationship 
that meets the specific needs of thei staff 
when they need nt. An effective coaching 
relationship ts based on goodwill, trust and 
mutual respect. This course ts about working 
with good people and helpyng them reach 
them full potential. In additvon to learning 
the technique of coaching others 
participants will review and practice other 
performance management skills such as 
active listening and giving feedback 


Participants learn 
¢ When to use coaching versus mentoring 
on directing 
© The characteristics of an effective coach 
© The steps of the coaching process 
OPM Competencies Addressed: 
/ Problem Solving 


/ Influencing and Negotiating 
/ Team Burkding 


FS Precepts Addressed: 

/ Active Listening 

/ Pertormance Management and 
bv aluation 

/ Team Work 

/ Persuasion and Negotiation 


Audience: 
Foreign Service and Civil Service 
supervisors, managers. and team leaders 


Prerequisite: 


None 
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Schedule: 

Vilbam wiiiipm 

Dates. 

Begin End Length Sechon 
FY 

1A «TIA «otday = 
2008 (2008 ida Gm 
O28 8 OS/22A08 | day O08 
OOI0s OMOINS Ida (om 
FY 

11a 11ApMaDS | day (mb) 


Minimurn Maximum: | (1/5 
Tuition: S40) 


CONSULAR LEADERSHIP 


DEVELOPMENT CONFERENCE 
Course Cade PC 10K 
See Consular 


CONSULAR MANAGEMENT 


AT A SMALL POST 
Course Cade PCS 34 
See Consular 


CREATIVE PROBLEM SOLVING 
WORKSHOP 

Course Code PT212 

For more imifoormmnealicw « all ¢ 703) wi) 7194 


Ever wonder how mnov ators get them ideas ’ 
This workshop presents a vanety of problem 
solving techniques that lead to creative 
solutions. Paricrpants will apply creative 
problem-solving tacts to ther own workplace 
challenges. The. workshop can he customized 
© meet the needs of a particular office oF 
workgroup 














OPM Competencies Addressed: 
/ Creativity and mnovation 


/ Innovation 

Audience: 

This worksinop ts for any employee or office 
secking creative. out-of-the-box solutions 
to operational problems in the workplace 
Employees who seck solutions to 
imterpersonal problems should consider 
enrolling in Managing People Problems 
(PTI) 





et 


Prerequisite: 

None. (Managing Change (PT206) may help 
with the implementation of ideas developed 
m thes workshop. ) 


Schedule: 

9am. w400pm 

Dates: 

Begin End Length Section 
FY OS 

W282 «= W292 ldays (DI 
O2M8 O48 lJdays OM 
OSs USAIAS 2days (0 
(248 OR5A3 ldays (im 
FY («4 

WITS = =WIME =O days «= 


Minimum Maximum: |(/>S 


Tuition: SOO) 


DEPUTY CHIEFS OF MISSION 
PRINCIPAL OFFICERS SEMINAR 
Course Cade PT 102 


To prepare people for what some call “the 
toughest job on the Service. thes three-week 
trang focuses on the specific skills and 
knowledge DCMs and Principal Officers 
need to manage thew missions effectively 
The first week. held at an offsite location, 
uses group discussions. lectures. role-plays. 
and simulations to explore and practice 
building teams. developing staff. managing 
conflict. and providing performance 
feedback. The second and third weeks focus 
on the DCM's and Principal Officer's 
responsibilities to oversee the Department's 
personne! systems. mamta a secure 
community. develop post morale. establish 
good internal controls. and manage 
resources efficrently. Also mcluded are a 
semor commercial seminar and executive 
media training 


Participants learn to 

* Build teams across divisions and agencies 
at post 

¢ Uthze critical leadership skills, including 
agenda setting. conflict management, and 
performance feedback 

* Oversee mission personnel systems. 
resources, security, and internal controls 


en 


FS Precepts Addressed: 

/ Active Listening 

/ Adaptability 

/ Innovation 

J Management of Resources 

/ Oral Commumecation 

/ Pertormance Management and 
Evaluation 

/ Persuasion/Negotiation 

/ Problem Solving and Decision Making 

/ Professsonal * 

J Support for 

/ Teamwork 





a) 
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Audience: 

Offered for DCMs and POs 

By assignment only 

Prerequisite: 

‘one 

Schedule 

Week #1. Held Offene 
Sunday - Fnday 

Week #2: Held at the Shultz Center 
Monday - Fnday 

Week #3: Held at the Shultz Center 
Monday - Fnday 

Offered twice a year 

Dates: 

Begin End Length Section 

FY 

(0803 O82703 I6days ODI 

O71" OROINS i6days OOM 

FY 

O04 O75 16 lays ODD 

miim- one l6davs GM 


DOMESTIC ADMINISTRATIVE 
OFFICER SEMINAR 

Course Code PA 160 

See Administration 


EEO/DIVERSITY AWARENESS FOR 


MANAGERS AND SUPERVISORS 
Course Code PT 107 
See Diversity 
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EMPLOYEE RELATIONS SEMINAR 
Course Cade PK246 


Through discussions and case studies, 
supervisors gain confidence in the abilives 
to perform effectively within official 


guidelines 


Participants learn to 

* Interpret and apply the rules and 
regulations governing performance and 
conduct problems, leave issues, and 
gnevance matters 

* Identify those situations in which they 
should seek advice, assistance, and 
technical expertise 


— OPM Competencies Addressed 
/ Conflict Management 
/ Human Resource Management 
| ¢@ imerpersonal Skills 
/ Decrsiveness 
/ Problen: Solving 
| f# Technical Credibility 





FS Precepts Addressed 

— ¥ Social Perceptiveness 

/ Performance Management 
and Evaluation 

/ Tearmwork 


_ ¢ Support for EEO 








Audience: 


Supervisors and managers of Civil Service 
or Foreign Service employees 


Prerequisite: 


None 


Schedule 
90am. to4 00pm 
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Dates: 

Begin End Length Section 
FY 03 

11/1402 ~=«1N/1S2 0S 2days) = OD 
02/2003 022103 2days OM 
06/263 062703 2days 000 
073103 O8M%103 22days 0004 
09/1103 9098/1203 = 2days 0005 
FY 04 

11/133 =611/1403) Ss 2days)§=s« OD 
02/1904 022004 days OM 
Minimum/Maximum: |(/22 

Tuition: $540 


EXECUTIVE OVERVIEW TO 
MANAGING STATE PROJECTS 
Course Code PT209 


This two-day course is designed for 
executives who supervise project managers. 
Through lecture and discussion, the seminar 
provides an overview of the project 
management cycle and of project 
management principles and techniques. 
Emphasis is placed on the executive's role 
in each phase of a project's lifetime. 


Participants learn to: 

* Explain the executive's role in managing 
project managers. 

* Describe the ten elements of project 
management. 

¢ State the most common reasons for 
project success and failure. 


OPM Competencies Addressed: 
/ Strategic Thinking 

/ Team Building 

FS Precepts Addressed: 

/ Teamwork 

/ Critical Thinking 

/ Institutional Knowledge 














Audience: 

Civil Service and Foreign Service executives 
whose subordinates manage complex 
projects. 


_ Prerequisite: 
None. (The executive's subordinates should 
_ take Managing State Projects (PT 208)). 


Schedule: 


_ 9:00a.m. to 4:00 p.m. 


FINANCIAL MANAGEMENT COURSE 
_ Course Code PA211 
| See Administration 


_ FOREIGN AFFAIRS 


LEADERSHIP SEMINAR 
Course Code PT119 


_ This highly regarded two-week seminar 


provides new and experienced leaders with 


an in-depth look at the critical skills needed 
_ for building commitment and purpose in their 
_ Offices and teams. The offsite environment 
_ allows participants time to reflect on their 
_ interpersonal styles, their leadership 
_ development, and their vision/goals for 


effective work teams. The seminar is highly 
experiential, using outdoor training, case 
studies, role playing, and real-life situations 


__ as the platform for learning. Seminar graduates 


have hailed FALS for its lasting impact on 
their performance as leaders and managers. 
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Participants learn to: 

¢ Develop leadership skills in teambuilding. 

¢ Solve problems in groups with an 
emphasis on “learning by doing”. 

¢ Give effective performance feedback. 

¢ Exercise critical leadership skills, such as: 
vision, advocacy, influence, conflict 
management, and leading a diverse 
workforce. 





OPM Competencies Addressed 
/ Conflict Management 

/ Cultural Awareness 

/ Continual Learning 

/ Flexibility 

/ Human Resource Management 
/ Influencing/Negotiating 

/ Integrity/Honesty 

/ Interpersonal Skills 

/ Partnering 

/ Resilience 

/ Team Building 

/ Vision 


FS Precepts Addressed: 
/ Active Learning 

/ Adaptability 

/ Innovation 

/ Persuasion/Negotiation 
/ Social Perceptiveness 
/ Teamwork 











Audience: 
Limited to FS-1/OC: GS-15/SES. 


Prerequisite: 


None. 

Schedule: 

Held Offsite: Week #1: Sunday-Friday 
Week #2: Monday-Friday 





Dates: 

FY 03 

Begin End Length Section 
00203 8602/14/03 lidays OO0I 
04/27/03 = OS/09/03 lidays OOM 
09/14/03 = 09/26/03 lidays 00083 
FY 04 

012504 020604 Iidays O00! 
Minimum/Maximum: | 5/24 

Tuition: $4,700 


FOUR ROLES OF LEADERSHIP 
Course Code PT221 


Succeeding in a world of change and 
competition can be challenging. Leadership 
provides the critical advantage between 
those who succeed exceptionally and those 
who merely get by. The Four Roles of 
Leadership is a three-day workshop, based 
on the work of Stephen Covey, that focuses 
on key elements of success demonstrated 
by effective leaders. 


weeipente learn to: 
* Create a vision that inspires passionate 
followers and provides a focus for action. 

¢ Ensure that the parts of the system 
support the whole and advance the vision. 

* Create the nght conditions for people to 
do their best: cultivating the right 
environment, clarifying the nature of the 
work, and establishing the lines of 
responsibility. 

* Establish trust with others through 
leading by principles. 

* Apply the four roles of leadership to a 
work-related project or initiative. 
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OPM Competencies Addressed 
_ / Customer Service 
/ Problem Solving 
_ ¢ Accountability 
/ Human Resource Management 
/ Team Building 
, Entrepreneurship 
/ Partnering 
/ Strategic Thinking 
/ Vision 


FS Precepts Addressed 

/ Professional Responsiveness 

/ Teamwork 

/ Operational Effectiveness 

/ Management of Resources 

/ Performance Management and 
Evaluation 

/ Problem Solving and Decision Making 

/ Information Gathering and Analysis 

/ Critical Thinking 











Audience: 
Managers and supervisors. 


Prerequisite: 
None. 


Schedule: 

8:30 a.m. to 4:30 p.m. 

Begin End Length Section 
Iv1102 «12/1302 3 days OO 
0400203 040403 3days 00 
08/27/03 08/29/03 3days 000 


12/1003 «12/1203 = 3 days ~— 000 


FRAUD PREVENTION FOR 


CONSULAR MANAGERS 
Course Code PC541 


See Consular 


GENERAL SERVICES OFFICER 


COURSE 
Course Code PA221 
See Administration 


HUMAN RESOURCE 
MANAGEMENT COURSE 
Course Code PA231 

See Administration 


INFLUENCE BY DESIGN 
Course Code PT224 


How can you be a better advocate for good 
ideas? How can you influence others to 
achieve important work goals? This two- 
day workshop presents principles and 
techniques for influencing others effectively 
and ethically, and shows you how to apply 
them on the job. 


Participants wil! learn to: 

* Communicate persuasively to enlist the 
commitment of others. 

* Build commitment by involving others in 
the process of making decisions and 
solving problems. 

* Build and maintain the motivation of others 
to contribute to collaborative efforts. 

* Reinforce desired goals through feedback 
and rewards. 
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OPM Competencies Addressed 
/ Interpersonal Skills 

-” Oral Communication 

/ Problem Solving 

/ Influencing and Negotiation 
/ Political Savvy 

/ Team Building 

/ Partnering 


FS Precepts Addressed 

/ Teamwork 

/ Social Perceptiveness 

/ Persuasion and Negotiation 

/ Oral Communication 

/ Active Listening 

/ Problem-Solving and Decision-Making 
/ Critical Thinking 

/ Active Learning 











Audience: 

Mid- to semor-level employees whose work 
involves enlisting the collaboration of 
others. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

110402 110502 Jdays ODI 
(22403 022503 days GM 
OVI903 6 OS2003 2days OB 
OWII03 §=OWI203) «62 days)§«6(O0M 
FY 04 

10M03 «#6411403 «(2 days) =6(OI 


Minimund/Maximum: | 5/24 


Tuition: $600 


INTERMEDIATE LEADERSHIP 
SKILLS 

(Formerly Introduction to Management 
Skills) 

Course Code PT207 


This five-day workshop emphasizes the 
leadership skills of planning, mouvating, 
monitoring, communications, and feedback. 
Your skills are enhanced through a review 
of management theories and practical 
application exercises and role-plays. 


Participants learn to: 

* Lead and manage more effectively. 

* Identify specific steps for applying the 
concepts and models to the work 
situation. 

* Utilize diversity that exists in the 


workplace. 


OPM Competencies Addressed: 
/ Flexibility 

/ Leveraging Diversity 

/ Integrity/Honesty 

/ Team Building 

/ Interpersonal Skills 

/ Oral Communication 

/ Problem Solving 





FS Precepts Addressed: 

/ Professional Standards 

/ Adaptability 

/ Teamwork 

/ Social Perceptiveness 

/ Oral Communication 

/ Active Listening 

/ Operational Effectiveness 

/ Performance Management 
and Evaluation 

/ Support for EBO 

/ Problem Solving and Decision Making 

/ Innovation 

/ Active Learning 

/ Institutional Knowledge 
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Audience: 
Civil Service and Foreign Service managers 


at grades GS-14 and FS-2 


Prerequisite: 

None. 

Schedule: 

9:00am. to4:00p.m. 

Dates: 

Begin End Length Section 
FY 03 

10402 10802 «Sdays GDI 
010603 «(01/1003 «Sdays OM 
OVIOUS OVIA03 Sdays GOR 
OVI203 OVIGO3 Sdays GN 
O62M03 O827708 Sdays (G06 
C7143 «=OIROS) = =6Sdays) 6 
072803 OROIN3 Sdays GO 
(OR0S O8I203 Sdays GOR 
FYO4 

1VOMIS «LOTR = Sdays «= 
O10SS «(OLS Sdays «= 


Minimum Maximum: | (>, 


Tuition: $) 440 


LEADING PEOPLE: 
SEMINAR FOR NEW MANAGERS 


Two week residential seminar offered by the 
Office of Personnel Management (OPM) 
Management Development Center in 
Shepherdsiown, WV Computer-assisted 
scenarios, case studies, role plays, group 
exercises, and other adult learning methods 
are used to help participants develop skills 
im conflict resolution, customer service, 
managing diversity, problem solving. and 
communication. Participants must be 
endorsed by thew Bureau. and apply through 
thew Bureau Training Officer 


Audience: 

Foreign Service and Civil Service employees 
at the GS-1 3 level and above. or equivalent, 
who wish to increase thei potential for 
success, or mcrease then effectiveness im 
thei current position 


Prerequisite: 
At least several courses offered by the FSI 
Leadership and Management School 


Dates: 

Subject to availability of funds, dates may 
be available throughout the year. See 
Department Notice for details 


MANAGEMENT DEVELOPMENT 
SEMINAR: 
LEADING ORGANIZATIONS 


Managers bring live problems to this 
semunar. They use them to develop the skill 
and knowledge needed to deal more 
effectively with the rapidly changing federal 
environment. Learning techniques include 
practical exercises, activities and facilitated 
debrictings, and discussions and 
presentations with real-time feedback 
Assessment instruments that provide %60- 
degree teedback are used 


Participants must be endorsed by their 
Bureau. and apply through thei Bureau 
Tramung Officer 


Audience: 

Foresgn Service and Civil Service employees 
at the GS-13 through I4 level and above, or 
equivalent, who wish to mecrease their 
potential for success, or merease thei 
effectiveness in thei current position 


Prerequisite: 
At least several courses offered by the FSI 
Leadership and Management School 
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Dates: 
Subject to availability of funds. dates may 
be available throughout the year. See 


Department Notice for details 


LEADERSHIP POTENTIAL 
SEMINAR 


Two-week residential semunar offered by the 
Office of Personnel Management (OPM) 
Management Development Center in 
Shepherdsiown, WV. Emphasis is placed 
on developing basic core Competencies for 
leadership. such as scif-awareness, human 
relations. interpersonal skills. effective 
tollowership. leadership dynamics. and 
creative problem solving. Paricipants must 
be endorsed by their Bureau. and apply 
through thew Bureau Traming Officer 


Audience: 

Foreign Service and Civil Service employees 
at the GS-11 level and above. or equivalent, 
who wish to merease thew potential tor 
success, oF mcrease thew cflectiveness im 
then current position 


Prerequisite: 
At least several courses offered by the FSI 
Leaderstup and Management School 


Dates: 

Subject to availability of funds, dates may 
be available throughout the year. See 
Department Notice for details 


LEADING IN A 
DIVERSE WORKFORCE 
Course Code PT218 


This one-day workshop builds on the 
concepts addressed in the EEO/Diversity 
Awareness Seminar, and takes them to a new 
level. Starting with the diversity present in 
the classroom, the workshop uses a vanety 
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of exercises and discussions to explore the 
impact of diversity on the work environment 
It sdentifies the key attitudes needed for truc 
mclusion, and the acuons managers can take 
to make a difference im performance and 
teamwork with thei diverse work groups 





OPM Competencies Addressed: 
/ Instututonal Knowledge 

/ Cultural Awareness 

/ Human Resource Management 
/ Imterpersonal Skills 

/ Teambuilding 


FS Precepts Addressed: 

/ Pertormance Management and 
Evaluation 

/ Social Perceptiveness 

/ Suppor tor EEO 

/ Teamwork 


Prerequisite: 
EEO/Diversity Awareness for Managers and 
Supervisors (PT 107) of equivalent 


Schedule: 

91am. tos 00pm 

Dates: 

Begin End Length Section 
FY OS 

WW2M02 = WW2RARD | day OOD)! 
1DAWAL = L DAWA | day thik 
OVvIMeE <OVIMOE | day 008 
w62V8 O02 M8 | day 004 
m8 daz | day O00s 
FYOs 

127408 8270403 | day OOD! 
mies iwi | day COR 
Minimum/Maximum: | (25 

Tuition: $300 





‘ 
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MANAGING CHANGE 
Course Code PT206 


This workshop is designed to increase 
parbcipants apprecialon of the components 
of change and how 1 impacts both personal 
and orgamizational life 


Participants learn to 

* Use theory, strategies. and actions that 
help one to recognize, understand, and 
mitigate the reactions to change for self 
and others 

* Prepare for the steps and actions 
necessary to manage and lead successful 
change efforts 

_ OPM Competencies Addressed: 

/ Flexibility 

| ¢ Vision 

/ Team Building 


FS Precepts Addressed: 
| ¢ Adaptability 

gy Teamwork 

| / Innovation 


Audience: 

For individuals and bureaus/offices 
preparing for the steps and actions to deal 
with change successfully 








Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:00 p.m 

Dates: 

Begin End Length Section 
FY OS 

1402 KAD Sst day OOD! 
OVvISOS OVISOS 6 I day Oo02 
OVI2Z03 §=6OVI2Z03 ~—sI day 0008 
OWS ORAS iday 00s 
FY 04 

wes) «6100S sit day OOD! 
OVv1404 OVI = lday § §=6«OOm 


Minimum “Maximum: | (> 
Tuition: $270 


MANAGEMENT CONTROLS 
WORKBOOK 

Course Code PAI64 

See Self Study 


MANAGEMENT CONTROLS 
WORKSHOP 

Course Code PA137 

See Administration 


MANAGING CONFLICT 
PRODUCTIVELY 
Course Code PT214 


Do you dread interpersonal conflict? Do 
you tend to avoid conflict, even when it's 
escalating’ Would you like to be more 
effective with the issues and the people? 
This seminar helps you do just that! 
Successful management requires you to have 
a variety of styles in dealing with 
imterpersonal and work-related conflicts 


Participants will 

¢ Learn conflict management theory and 
techniques 

* Explore the assumptions, emotions, and 
behaviors that may surface in conflict 
situations 

© Self-assess regarding reactions to conflict 
and conflict management styles 

* Apply information learned through case 
studies, role-plays, and simulations 

* Develop effective actions/behaviors to 
use in real life conflict situations 
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OPM Competencies Addressed: 
/ Conflict Management 

/ Cultural Awareness 

/ Resihence 

/ Creativity and Innovation 

/ Partnenng 

/ Strategic Thinking 





FS Precepts Addressed: 

/ Adaptability 

/ Critical Thinking 

/ Persuasion and Negotiation 
/ Active Listening 

/ Openness to Dissent 





Audience: 

Managers and supervisors 
Prerequisite: 

None 

Schedule: 

900 am. to 4:00 p.m 

Dates: 

Begin End Length Section 
FYUB 

1WOR02 «6A Ol days)|=— 
OVIWOS §«€6OVIINS) = l2days Gm 
OVO OMS days US 
0772203 O729038 2days (es 
FYO4 

WTS §=TOROS) 60} days) | 6D 


Minimum/Maximum: | (0/25 
Tuition: $600 
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MANAGING PEOPLE PROBLEMS 
Course Cade PT12! 


This seminar addresses the real life rssues 
expenenced supervisors face on-the-job. 
The content is built on the specific 
problems/challenges the participants bning 
to the course. This format allows for a lively 
and insightful three-and-a-half days of 
individual coaching and consultation im a 
group setting. By the end of the course, 
participants see new solutions to their 
individual challenges, have creative ideas 
for wssues they may face im the future, and 
have developed a peer support network for 
on-going consultations. Activities in the 
course include: use of an effective problem 
analysis methodology: application of 
principled negotiation to issues, analysis of 
individual differences, explanation of 
relevant management concepts for topics 
being discussed: and opportunities to 
practice resolving issues im a non- 
threatening and supportive environment 


Participants learn to 

* Use effective problem-solving techniques 
to deal with personnel issues 

* Apply the concepts covered to real-life 
Situations 

* Develop consultation skills they can 
apply on-the-job 


ee — - 
OPM Competencies Addressed: | 
| & Creativity/Innovation 
| ¢ Flexibility 
| ¢& Human Resources Management 
/ Influencing/Negotiating 
/ Interpersonal Skills 
/ Problem Solving 
/ Team Building 
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= = — A 


FS Precepts Addressed: 

/ Adaptability 

/ innovation 

/ Performance Management and 
Evaluation 

/ Persuasion/Negotuation 

/ Problem Soiving and Dection Making 

/ Social Perceptiveness 

/ Teamwork 





Audience: 

This course 1s designed for supervisors with 
two or more years of expenence. It focuses 
on finding workable solutions to 
participants’ actual situations in the work 


place 

Prerequisite: 

None 

Schedule: 

First Day: 9:00a.m. to 12:00p.m 

Next Three Days: 9:00 a.m. to 4:00 p.m 


Dates: 

Begin End Length Section 
FY 03 

10702 «= IW/ISM2 = 3/2 days OOD! 
OMS03 OVIA0S) 3 i/2days GN 
OViI403 =OS2M83 8 3i/ldays OB 
(i203 OIMOS 3i/ldays Os 
FY Os 

1073 §=81VI403) = 2 days ODI 
Minimum Maximum: | (|S 

Tuition: $1,100 


MANAGING STATE PROJECTS 
Course Code PT208 


This intensive five-day workshop provides 
a solid entry into the field of project 
management, including critically useful 
terminology, the key phases of the project 
management cycle, and the application of 
proven techniques im cach phase. Course 
design includes lecture, discussion, and 
hands-on exercises 


wegen learn to: 
¢ Describe the ten elements of project 


* Balance the competing demands of 
technical, schedule, and cost performance. 

¢ Apply project management techniques to 
a typical project. 

¢ Use project management techniques to 
foster teamwork 





OPM Competencies Addressed | 
_ ¢ Team Building 
_ ¢ Partnering 

/ Problem Solving 

/ Technical Credibility 


/ Teamwork 

| ¢ Operational Effectiveness 
/ Critical Thinking 
/ Technical Skills 


| 
| FS Precepts Addressed 
| 
i 
| 








Audience: 

Project managers and team members 

This course can be customized to meet the 
needs of your bureau or office 


Prerequisite: 
None 


Schedule: 
8:39am. to4:30p.m. 
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Dates: 

Begin End Length Section 
FY OS 

1VI8O2 «112202 «=(Sdays )|=—( 
OV2708 O1GIAB) Sdays Gm 
0y1403 OWIROS Sdays GB 
060203 O80603 Sdays (0s 
OATAS O1IN8 Sdays (005 
(92203 O82603 Sdays (05 
FYOs 

1VI703 «6«1I2I08 «= Sdays «= 
0126 O00 «Sdays) 6m 
Minimum/Maximum: | 5/25 

Tuition: $/ 40 


MANAGING UP: LINKING 
SUPPORT AND SUPERVISION 
Course Code PK 305 


Developing and sustaining a successful 
relationship with your manager 1s essential 
for obtaining the best results in your work 
This new course is designed to meet the 
evolving challenges employees encounter 
in developing interpersonal relationships 
and organizing responsibilities in a 
diversified, team onented workplace 


In this one-day course you will learn to 

* Identify perceptions of an ideal working 
relatonship 

* Analyze gaps between the ideal and reality 

* Identify personal strengths. abilities, and 
tendencies 

* Increase confidence and skill in managing 
up by learning different approaches/ 
Strategies in developing an effective 
relationship 





OPM Competencies Addressed: 
/ Influencing 

/ Integrity/Honesty 

/ Interpersonal Skills 

/ ’ Political Savvy 


— ee 


2 38 Ss hedule | of 4 Cousnes 





FS Precepts Addressed: 

/ Professional Responsiveness 
/ Professsonal Standards 

/ Social Perceptiveness 





Audience: 
Civil Service Professionals at the GS-5 
through 9 level. and Foreign Service Office 


Management Specialists at the FP-6 through 
FP-3 level 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:00 p.m. 
Dates: 

Begin End 

FY O03 
1VOLA2 
OV/17/403 
Minimum/Maximum: | (0) 


Tuition: $200 


Length Section 


1 LOLA 
OV/17A03 


| day Ooo! 
| day oon 


MANAGING UP: 
WORKING EFFECTIVELY 
WITH YOUR MANAGER 
Course Code PT252 


Developing and sustaining a successful 
relavonship with your manager ts essential 
for obtaining the best results in your work 
This course will help you reflect and analyze 
the dynamics of this critical relationship, 
suggest steps to take to strengthen it, 
provide ways of better understanding your 
own motives and tendencies when working 
with authority figures, and improve your 
communication techniques 


Participants learn to 
* Identify characternstics of a successful 








working relaponship with the boss 
° Assess individual strengths. abilities. and 


tendencies when working with authonty 


figures 
* Develop skills in “managing up” by 
explonng a range of techniques 


OPM Competencies Addressed: 
/ integrity/Honesty 

/ Influencing/Negouatin: 

/ Imterpersonal Shiils 

/ Polmcal Savvy 





—_ 


FS Precepts Addressed: 

/ Professional Standards 

/ Professional Responsiveness 

/ Social Perceptiveness 
Audience: 
Civil Service or Foreign Service employees 
at grades GS-9 or FS-5 and higher 





Prerequisite: 

None 

Schedule: 

9:00am. to400p.m 

Dates: 

Begin End Length Section 
FY 03 

ED «= OCiiday = 
ovis OYA =| day cnn 
2205 (2208 si day OOn8 
062503 067503 Iday (0 
72808 O28 = | day ons 
FY Os 

misos Wyse | day OOD! 
OVv294 = sO/ 294 | day Om 


MirwmumStaumum: >> 


Tuition: $270 


NEGOTIATION SKILLS 
FOR MANAGERS 
Course Cade PT253 


Managers who understand the basics of 
negotiabon and develop good negotiahon 
shulls can be more effectrve im managing work 
and people. This two-day seminar 
emphasizes the skulls necessary for managers 
to practce effective negotiation skills 


Partcypants learn to 

* Prepare for negotiation by assessing 
interests, denufying appropnate choice 
cntena, and designing optons. 

¢ Recognize and apply different negouating 





| 


| / Active Listening 
_ ¢ Problem Solving and Decision Making 
| ¢ Critical Thinking 








Audience: 
Managers at grades GS-11 or FS-4 and 
ha 


Prerequisite: 
None 
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9am w4iDom 





Daten 

Begin End Length Section 
FY 

wie 6S Ol dys = OD 
wis Give dws Gar 
“MIs WIS lds Gs 
(248 (682403 ldays Gm 
FY 

Wives Wi403) l2days GD 
es «6M Cll = 6 
Vang Viaumum + | 

Tuition: $540) 


OVERSEAS ADMINISTRATIVE 
MANAGEMENT 

Course Cade PA245 

See Administration 


PERFORMANCE MANAGEMENT 
SEMINAR 
Course Code PT205 


This three-day workshop for managers 
covers the performance management cycle 
including establishing goals. planning 
performance. assigning tasks, monitonng 
work, and giving feedback. Exercises on 


coaching and developing employees are also 
imc buded 


Partecrpants learn to 
¢ White and communicate clear performance 


plans 
* Provide coaching and feedback to 


improve performance 
* Conduct effective performance appraisals 
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/ Human Resource Management 


/ Imerpersonal Skills 
/ Oral Communcabon 


FS Precepts Addrewed: 
/ Teamwork 

/ Social Perceptiveness 
/ Oral Communcanon 
/ Active Listenmng 





/ Performance Management 

and £\ aluation 
Audience; 
Supervisors and managers of Civil Service 
or Forergn Service employees 
Prerequisite: 
None 
Schedule 
9:00am 4.00pm 
Dates. 
Begin End Length Section 
FY 
1W2S02 INV2Z7A2 6S days )=6O 
ois WistG jdays GM 
OTS OARASG Sdays Gb 
mes (O05 jdays Oe 
FY 
17293 «6A 60S} days)=— 
OM «OIE (fj days «6 
0504 O40704 Sdays OB 
Mirumum™Maaumum. |? - 
Tuition: $800 








PRODUCTIVELY MANAGING 
STRESS 
Course Cade PT2S! 


High stress levels can lead to decreased 
coping afulety. de-motiv aon. and eventual 
job burnewt. In this workshop. managers 
will explore appons and learn ace techmgucs 
to belp reduce stress and imcrease 
products fy 


Parncrpants learn to 

* identify speciic stressors m the work 
en womment 

° Assess stress levels and ms impact on 
managerial cilectivencss 

© Use technigues to reduce stress and to 
merease productivity 


OPM Competencies \ddrewed: 
/ Comynual Learning 

/ Reutty 

/ Resbence 


FS Precepts Addrewed: 
/ Professonal Standards 
/ Adaptatlity 


Nudience: 
Civil Servece or Forengn Service employees 
at grades GS-7 of PS-7 and hugher 


Prerequisite: 

Nome 

Schedule 

9iDam w4iDpom 

Dates 

Begin End Length Section 
FY?! 

1A AA | day Oop) 
miwes wise | day OO 
(MARA = =§=6CORAIRA)S | day On 
FY 

1 JOU 1 Oia | day Op) 
mie Ovi i day mm 


Virumum“taxamum: |) 
Tuition: $27) 


REGIONAL CONSULAR OFFICERS 
WORKSHOP 

Course Cade PC 114 

See Consular 


RUNNING EFFECTIVE MEETINGS 
WORKSHOP 
Course Code PT217 


Tired of spending time in mectings that fail 
to get results’ This workshop presents a 
vanety of methods you can use to conduct 
mectings that are focused and results- 
onented. Partcypants will use practical case 
studies to expenence planning. conducting 
and concluding effective meetings 


Participants learn 

° Planning a meeting by determining its 
purpose, scope. agenda. and logrstics 

* Defining meeting roles and 
responsibilities 

¢ Using bramstorming to identify success 
factors and pitfalls 

¢ Using a problem-solving process to 
analyze alternatives and bring closure to 
decisions 

* Conducting a meeting using effective 
meeting strategres and skills 

* Concluding the meeting and evaluating 
results 





OPM Competencies Addressed: 
/ Problem Solving | 
/ Conflict Management | 
/ Oral Communication 
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FS Precepts Addressed: 
/ Teamwork 
/ Problem Solving and Decrwon Making 
/ Oral Communication 





Auchence: 


Thrs workshop ms for any employee who 
plans and conducts mectings 


Prerequisite: 


None 


Schedule 


9am w4+tDpm 


Dates 
Begin 
FY OS 
OV eA 
nmi los 
(AA) S 


End 


OV TANS 
ni v8 
(rns 


Length 


2 days 
2 days 
2 days 


Section 


mp) 
or 
a 





VMirumum “Miaamum: (°° 
Tuition: “ah 


SENIOR SEMINAR 
Course Cade PGSO! 


The Semor Seminar is the most advanced 
professional development program available 
to semor forergn policy and natonal secunty 
officials of the L anted States Government 


Parncipants will 

* Enhance thew executive skills and more 
fully realize thew leadersmp potential in 
preparation for service in demanding. 
seMON Positions 

* Gain a deeper appreciation of the ideas 
and values which define our country, and 
a broader comprehension of the domestic 
issues. institubons. and conditions which 
shape our foreign relations 


¢ Better undersiand major international and 
national secumty rssucs and how polcres 
are developed to address them 

¢ Develop a fuller understanding of the role 
of the US. nanonal securty and foreign 
affasrs agencies and the Congress. in order 
to improve overall communication. 
cooperaion and coordimation 


The learning process takes place through 
extensive reading. field trips. individual 
research assignments. group projects. case 
studies, simulations. practical work 
expenences. and meetings with prominent 
acadermcs. public officials, business and 
labor leaders. journalists. representatives of 
imterest groups. and ordimary American 
cmiz7ens 


Prerequisite: 


None 


Audience: 

Semor Foreign and Civil Service employees 
of the Department of State. the unformed 
military services, and agencies with foreign 
affairs responsiilines. By assignment only 
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SEVEN HABITS OF 
HIGHLY EFFECTIVE PEOPLE 
Course Code PT216 


This five-day course reGuires participants 
to put significant effort into personal 
introspection and assessment. The focus is 
on improving the ability of employees to be 
both efficient and productive in today’s 
dynamuc work environment as well as in their 
personal lives. Participants will examine their 
behavior in both arenas, and learn to use 
their personal power and awareness to improve 
themselves and their organizations-increasing 
their influence and their collaborative working 
relationships with others. 





OPM Competencies Addressed: 
/ Continual Learning 

/ Flexibility 

/ Interpersonal Skills 

/ Integrity/honesty 

/ Resilience 

/ Creativity and Innovation 


FS Precepts Addressed: 
/ Professional Standards 
/ Social Perceptiveness 
/ Active Listening 

/ Innovation 











Audience: 
Highly recommended for officers at the 
FS-4 through 2 and GS-11 through 13 levels, 
and above. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
SY 03 

1104002 —«LIARA2 = Sdays)~=—s ODD 
012703 O13103 Sdays OOM 
02/2403 0228/03 Sdays 0003 


Begin End Length Section 
FY 03 

03/2403 O82803 Sdays O04 
06/09/03 =O06/1303 Sdays 0005 
09/15/03 =O8/1903 Sdays 0006 
FY 04 

110303 «8110703 Sdays O00l 
01/1204 = O/I604 §=Sdays 00 
Minimum/Maximum: |(/25 


Tuition: $1,070 


STARTING RIGHT: SEMINAR FOR 
PROGRAM DIRECTORS 
Course Code PT213 


Executives in new positions need to create a 
vision for their offices and establish an 
agenda for implementing that vision. They 
need to align their staff around their agendas 
and establish cooperative working 
relationships with other offices. This seminar, 
will give new executives the tools they need 
to get off to a good start in their roles as 
program directors. 





OPM Competencies Addressed: 
/ Vision 

/ Strategic Thinking 

/ Team Building 

/ Partnering 

/ Political Savvy 


FS Precepts Addressed: 

/ Critical Thinking 

/ Teamwork 

/ Operational Effectiveness 
/ Management of Resources 
/ Representational Skills 

/ Institutional Knowledge 











Audience: 
This course is intended for new office 
directors, deputy directors, and section chiefs. 
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Expenenced directors, deputies, and chiefs 
whose offices are undergoing a significant 
change will also find the seminar useful. 


None; however, the course assumes 
previous supervisory expenence and a basic 
knowledge of performance management. 
This is not a course in supervision. 





OPM Competencies Addressed: 
/ Strategic Thinking 
/ Technical Credibility 


FS Precepts Addressed: 
/ Information Gathering anu Analysis 
/ Critical Thinking 











Audience: 

Civil Service and Foreign Service employees, 
especially planning coordinators and key 
program managers. Appropriate for Foreign 
Service Nationals. 





Schedule: 

9:00 a.m. and 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1WO202 «12 «3days) = O00l 
010803 «(01/1003 «= days §=6—0om 
O¥V1I93 = 03821403 3 days 0003 
06/1803 062003 3days 0004 
O7303 OMDI3 S3days 0005 
(80M3 OASIS 3days 0006 
FY 04 

10103 «= 10008 = 3 days )~=— ss OD 
Minimum/Maximum: | (/25 

Tuition: $900 


STRATEGIC PLANNING AND 
PERFORMANCE MEASUREMENT 
Course Code PDS29 


This two-day course focuses on the use of 
Strategic planning and performance 
measurement as effective management tools. 


Participants learn to: 

* Recognize how strategic planning and 
performance measurement can strengthen 
management toward achieving the agency 
MISSION. 

* Use the planing process as a management 
tool. 

* Apply strategic planning and performance 
measurement in a planning process. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FYOB 

1WiWO2 =1W1IM2 2days Ol 
OVIG03 =OVI703) = =6days)§=6—(00oM 
022003 022103 2days O00 
OV17/03 = O4/1803 = 2days 0004 
FYO4 

109/03 «= 1103 2 days = OI 
OVISAS §(O1/I004 = days) =O 
Minimum/Maximum: | 5/25 

Tuition: $540 


STRATEGIC THINKING AND 
PLANNING WORKSHOP 
Course Code PT131 


Are you a senior executive with 
responsibilities for long-range policies and 
planning? Do you wonder how successful 
futurists envision the world of the future? 
Would you like tips on long-range planning? 
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If your answer to any of these questions is 
‘yes, then you should enroll in the one-day 
workshop Strategic Thinking and Planning 
(PT131). You will review the fundamentals 
of strategic thinking and examine case 
Studies in strategic planning. You will also 
participate in exercises to envision the world 
five and ten years from now. 


Participants will learn to: 

* Define strategic thinking and strategic 
planning. 

* Identify success factors for strategic 
leadership in organizations. 

* Apply specific techniques for envisioning 
the future. 





| OPM Competencies Addressed: 
/ Vision 
/ Strategic Thinking 


FS Precepts Addressed: 


/ Critical Thinking 
/ Innovation 











Audience: 

This workshop is intended for senior 
managers who need to conduct long-range 
planning. We expect that most participants 
will be at the level of Deputy Office Director 
or above. 


Prerequisite: 
There are no formal prerequisites for this 
workshop. However, Strategic Planning and 
Performance Measurement (PD529) 
provides useful foundational concepts for 
this program. 


Schedule: 
9:00 a.m. to 4:00 p.m. 


Dates: 


Begin End Length Section 
FY 03 

1204/02 12AMA2~—si| day 0001 
OM0S03 = O0M0S3 | day 0002 


Begin End Length Section 
FY 03 

06/04/03 8606/04/03 | day 0003 
09/02/03 = 09/02/03 1 day 0004 
FY 04 

12/4/03 ~=—s« 120403 | day OOD) 
Minimunm/Maximum: | (25 

Tuition: $300 

TEAMBUILDING 

Course Code PT 129 


This workshop applies key concepis like 
team development, roles and responsibilities, 
decision-making, inclusive leadership, and 
effective communication to actual work 
teams. If you have a new team getting 
started, this will help you get productive fast. 


Participants learn to: 

* Develop skills in team development. 

* Develop inclusive leadership techniques. 

* Develop effective communication skills 
through working in teams. 





OPM Competencies Addressed: 
/ Team Building 

/ Interpersonal Skills 

/ Problem Solving 


FS Precepts Addressed: 

/ Teamwork 

/ Social Perceptiveness 

/ Problem Solving and Decision Making 











Audience: 
All Civil Service and Foreign Service 
employees. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:00 p.m. 
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LEADERSHIP 
Dates: 
Begin End Length Section 
FY 0B 
IVIM2 IVIMN? | day OUD! 
011403 OVI40R ida 86M 
OW703 OMS Iday GOR 
O0I03 ONOIAB = | day ous 
WIR O7MIN3 Iday O05 
FYO4 
1Wi203) «112038 =o iday) = 
OVI «6(OVIMM 6 otday)«=—6 
Minimum Maximum: | () |6 
Tuition: $270 


TEAM LEADERSHIP WORKSHOP 
Course Code PT215 


The Team Leadership Workshop will 
enhance the participant's ability as an 
expenenced or new team leader to manage 
and facilitate both on-going and temporary 
teams. This course builds on the key 
concepts of team development discussed in 
the prerequisite course (Teambuilding 
(PT129)). This course focuses on leading 
teams. Participants will practice identifying 
and resolving typical problems encountered 
in teams, developing a team charter, and 
addressing difficult issues that often surface 
in team Meetings. 


renege will: 
* Enhance their understanding of the team 
leader's roles and responsibilities 

* Learn how to use the team charter as an 
effective process for establishing or 
revitalizing an ongoing team—clanfying 
the team’s substantive work, member roles 
and responsibilities, work procedures, and 
guiding principles for working together 

* Increase their ability to address the most 
common problems encountered in 
teamwork. 





OPM Competencies Addressed: 
/ Interpersona! Skills 

/ Problem Solving 

/ Team Building 

/ Influencing and Negotiating 


FS Precepts Addressed: 

/ Social Perceptiveness 

/ Problem solving 

/ Teamwork 

/ Persuasion and Negotiation 





Audience: 
New and expernenced Civil Service and 
Foreign Service team leaders at all levels 


Prerequisite: 

Team Building (PT 129) 

Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates: 

Begin End Length Section 
FY 03 

WWiSO2 WIG02 days ODI 
Ovi403 «=6(O/IS03) «62 days «=< 
02403 O¥2S03 days O00 
OWII03 OWS J2days Os 
FY O04 

\Wig03 = 1VI7A3 so 2 days)=—s OI 
Minimum/Maximum: | (25 

Tuition: $600 
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VALUING DIVERSITY IN 
THE WORKPLACE 
Course Code PT225 


Today's workforce ts increasingly diverse. 
and working well together is key to 
individual and organizational success 
Mutual understanding and appreciation 
across the wide vanety of dimensions of 
diversity contributes directly to effective 
communication, teamwork, and productivity 
This one-day workshop will introduce 
participants to information and skills that 
will umprove thei ability to work well with 
colleagues from diverse backgrounds and 


capenences 
OPM Competencies Addressed 

/Cultural Awareness 

/interpersonal Skills 

/ Teambuilding 


FS Precepts Addressed: 
/Social Perceptiveness 
/Support for EEO 
/Teamwork 


Audience: 
This workshop ts intended for employees 
who are NOT in supervisory/manageral 
positions 


Prerequisites: 


None 


Schedule: 
91Dam. to400 p.m 


Dates: 

Begin End Length 
FY OS 

wie? WIG? = | day 
Iya IYI Ss day 
OvIe0s OYI9NS | day 
WIGS OVIEUS | day 
OW1803 OWIRO3 | day 
OwIzM03 «=OWIMR I day 
FYOS 

vi S03 hw S03 Iday 
iIviads §=612IO03 ~—sIday 
Minimurm/Maximum: | (25 
Tuition: $3400 


Sechhon 


(LD) 
Or 
Ons 
os 
onus 
ULL 


(LD) 
OER 
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INTERNATIONAL NEGOTIATION: 
ART AND SKILLS 

Course Code PPSO! 

For information call (703) 302-7184 


This course focuses on international 
negotatons and is designed to provide an 
in-depth opportunity to increase proficiency 
in negouabons. Stresses an “interest-based™ 
and “cross cultural” approach for 
understanding the dynamics of the 
Negotiation process, and uses simulation 
exercises to practice foreign policy related 


negouating skills required in interagency and 
imternational settings. 


ye gare learn to 
© Work with a core model of negotiation. 

* Appreciate the dynamics of the 
relationships between and within 
delegations, and between delegations and 
those that sent them to the negotiating 
table 

* Communicate more effectively across 
cultures, with different “thinking styles,” 
and with team members. 

* Persuade and practice active listening. 

¢ Systematically prepare for a negotiation 
and recognize the critical phases of the 
process 

* Practice skills in a vanety of role-play and 
interactive Exercises. 





/ Cultural Awareness 

/ Influencing/Negotiating 
¢ Oral Communication 

/ Problem Solving 

/ Strategic Thinking 

/ Team Building 


: 
OPM Competencies Addressed: | 
| 
| 
| 











‘Sar \ 





FS Precepts Addressed: 
_ ¢ Active Listening 
| ¢ Critical Thinking 
| ¢ Oral Communicaton 
/ Persuasion and Negotiation 
/ Problem Solving and Decision Making 
/ Teamwork 








Audience: 

Foreign Service, Civil Service, or military 
personnel with an interest in clanfying thei 
understanding of international negotiahon 
and how to be more effective. Those eligible 
to apply are officers and staff of the 
Department of State, AID, DoD and other 
agencies of Grades FO-4 through |, GS-9 
through 15 or military equivalent. Senior 


officials are also welcome 

Schedule: 

9-00 am. to4:15 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1202 «12602 Sdays) Ol 
0O¥2403 OV2R03 Sdays GR 
00203 O6f0603 Sdays G05 
(AROS O8/1203 Sdays (U4 
FYO4 

AIS §=120503 Sdays Ol 


Minimum/Maximum: | ‘5/24 


Tuition: $700 
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ADVANCED NEGOTIATIONS 
Course Code PPS15 
For information call (703) 302-7184 


Hone negotiating skills through case studies 
and practical exercises that focus on 
problems typical of complex international 
bilateral and mululateral negotiations. The 
course 1s offered in two different versions 
bilateral and mululateral focus 


Participants learn to 

* Practice negotiating on a range of complex 
international issues 

¢ Analyze negotiating problems aided by 
on-the-spot coaching and mentonng 

¢ Apply problem solving expenences to the 
preparation of instructions to negotiating 
teams. 

* Use strategies and techniques to enhance 
effectiveness in complex bilateral and 
mululateral negotiations 





—__—__ —_ —, 


OPM Competencies Addressed: 
/ Cultural Awareness 

/ Influencing/Negotiating 

/ Oral Communication 

/ Problem Solving 

/ Strategic Thinking 

/ Teambuilding 


FS Precepts Addressed: 

¢/ Active Listening 

/ Critical Thinking 

/ Oral Communication 

/ Persuasion and Negotiation 

/ Problem Solving and Decision Making 
/ Teamwork 
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Audience: 

Foreign Service, Civil Service. or mulitary 
personne! who want to improve their 
negotiation skills for participation in 
international bilateral and multilateral 
negouations for the US. government. Please 
note that the May session will concentrate 
on bilateral issues and June will focus on 
mulnilateral. Semor officials are also welcome 


Note: 

We recommend taking, International 
Negotiation: Art and Skills (PPSO1) first. 
since it covers concepts and theories in 
detail. But, those with international 
negotiating experience may find it more 
useful to take the advanced workshop. 
which focuses on honing skills in either 
bilateral or multlateral settings. 


Schedule: 

9:00 am. to 4:15 p.m. 

Dates: 

Begin End Length Section 
FY 03 

Ov0e03 OS8AS) = 4 days OOD! 
O71SA03 807/183) = 4 days G02 


Minimum/Maximum: | $/20) 


Tuition: $560 








JOB SAVVY: SKILLS FOR 
WORKPLACE SUCCESS 
Course Code PK 146 


Parucipants develop critical job survival 
skills to increase productivity, job 
satisfacvion, and job success. 


Partscipants learn to. 

* Identify personal barners to workplace 
success 

Apply self-esteem concepts 

Practice anger management strategies 
Manage stress 

Set self-development goals 


 OPMC Addressed 
_ & Interpersonal Skills 
| / Continual Learning 
| & Technical Credibility 








Audience: 
Civil Service Office Support Professionals 
at the GS-3 through 7 levels 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:00 p.m 

Dates: 

Begin End Length Section 
FYO3 

OvIW03 + OYI403 Sdays DI 
092203 ON603 Sdays OM 


Mingmum “Maximum: *% |S 
Tuition: $ 1.040 


CIVIL SERVICE OFFICE SUPPORT 
PROFESSIONALS TRAINING FOR 
ENTERING PERSONNEL 

Course Code PK 104 


Through a senes of hands-on exercises, 
Office Support Professionals learn how to 
prepare Department correspondence from an 
expenenced Civil Service instructor. Guest 
speakers lead sessions on security, TAGS/ 
TERMS, proofreading. customer service, 
tume management, telephone techniques. 
and professional development within the 
Department 


Participants learn 
* The structure and culture of the State 


* To prepare Department of State 
correspondence including: letters, memos. 
cables, Congressionals, and Seventh 


Floor Correspondence 
OPM Competencies Addressed: 


/ Customer Service 

/ Interpersonal Skills 

¢/ Technical Credibility 
Audience: 
Civil Service Office Support Professionals 
new to the Department of State 











Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:00 p.m 

Dates: 

Begin End Length Section 
FY OS 

1402 ««1N/IS2 0 Says «= OOD 
012708 O0703 weeks GM 
0V2403 OFS 2weeks OS 
wI80s OR2903 2weeks (iM 


Mingmum Maximum: © | 6 
Tuition: §2.080 
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FOREIGN SERVICE OFFICE 
MANAGEMENT SPECIALIST 
TRAINING FOR ENTERING 
PERSONNEL 
Course Cade PK 102 


Through a senes of hands-on activites and 
gues speakers. participants are introduced 
to the culture of the Foreign Service and to 
the skills needed to be successful OMSers 
The instructor ts an expenenced Foreign 
Service Office Management Specialist who 
provides realistx first-hand expenence to 
remforce the material presented. Office 
Management Specialists also spend time 
working on thew country desk 


Participants learn to 
* Prepare Department of State 
correspondence including cables, letters. 
memos, and diplomatic notes 
¢ Work with new software applications 
FS Precepts Addressed: 
/ Job Information 
/ Oral Communication 
/ Professional Expertise 
¢/ Technical Skills 


Audience: 
Newly hired Foreign Service Office 
Management Specialists 


Prerequisite: 

None 

Schedule: 

9am. to4+00p.m 

Dates: 

Begin End Length Section 
FY (® 

hi SAR 1IAMIAR Sweeks ODI 
mien ova tweeks OOD 
mia ose jweeks O05 
OMS 860 TADS Sweeks (UM 
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Tuition: $3.10 


PATHWAYS TO SUCCESS 
Course Code PK. 111! 


This seminar is designed to provide 
networking opportunities and teach 
imterpersonal and self-management skills. 


Participants learn to 

¢ Identify and explain their MBTI type 

° Practice stress management techniques. 

* Identify practical ways to apply course 
concepts back in the office 








OPM Competencies Addressed 
/ Interpersonal Skills 
/ Problem Solving 


/ Decision Making | 
/ Problem Solving | 
/ Teamwork 








Audience: 

Expenenced Civil Service Office Support 
Personnel and Foreign Service Office 
Management Specialists 


Prerequisite: 

The course ts open to Foreign Service Office 
Management Specialists and Civil Service 
Office Support Professionals with two years 
of expenence in The Department and who 
are at least grades GS-7 or FS-6 


Schedule: 

Three full days offsite 

Dates: 

Begin End Length Section 
FY 03 

OS2803 OSMWOS) (fj days)§ 6D 
OARS O711I08 3days GM 











CIVIL SERVICE OFFICE SUPPORT 
PROFESSIONALS PROGRAM 
Course Cade PK.206 


Based on a university model, this is an 
imtegrated program thai occurs over 
approximately fifteen weeks. The course 
begins with a mulupie-day onentation and 
meets one day a week thereafter 


Participants learn to 

© Use critical thinking skills 

* Manage thew careers 

© Improve thei skills in office technology 

© Polish thew written and oral presentation 
stalls 

* Apply customer service techniques 

* Practice active listening and use assertive 
communication skr!ts 


(a 


/ Continual Learning 

/ Customer Service 

/ Interpersonal Skills 

/ Oral Communication 

/ Team Building 

¢ Technical Credibility 

/ Written Communication 
Audience. 
Civil Service Office Support Profess:onals 
GS-6 and above who have at least two years 
of Department of State expenence 


Civil Service Office Support Personne! 
Traming for Enternng Personnel (PK 104) 1s 
recommended but not required 


9(Dam. wo400p.m 


Length Sechon 
FYOS 
07/24/03 


Mirumum™iaximum: >< 
Tuition: $3540 


OS2103 i7days GD 


FILES MANAGEMENT 
AND RETIREMENT 
Course Code PK207 


This course provides background 
information on the significance and value of 
government records. the existence of laws 
and regulations to protect and preserve 
records. the life cycle of information. and 
Department policies on managing email. 
FAX. and personal papers. Hands-on 
exercises are included 


Participants learn to 

© Identify official records. 

* Prepare effective file guides. 

* Use mandatory DS-693B Records 
Retirement software 


Audience: 

Employees responsible for records 
management, Foreign Service Nationals at 
all grade levels 


9-00 a.m. to 4:00 p.m. 


End Length 


012403 =I day 
OvI203 =I day 
000603 | day 
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NEW WAYS TO 
PROBLEM SOLVE 
Course Cade PKI) 


Thes course offers the creative problem 
wiveng techmgues needed in the fast-track 
world of ever-changing diplomacy 
Parhcipants practice mnovative decison 
making and problem solving methods 
through team-based simulations and 
modules. They will be able to use these 
COMPpPetencies im orgamzing visits and social 
events. making protocol decisions 


managing office proyects. handling crisis 
situations, and dealing with difficult 


imerpersonal situations 


Part ipants learn 
© Problem swiving 


© Proyect management 
© Office systems 


¢ Team buslding 


FS Precepts Addrewed: 

/ Adaptability 

Jf Operational Effectiveness 

/ Oral Communmcaton 

J Prodiem Solving and Decrwon Making 

J Tearn Work 

/ Techmcal Skills 

Jf Soxial Perceptiveness 

/ Suppor for Equal Employment 
Opportunity 


/ Wootten ( ommunn ation 


Schedule of ( 


uTses 


Aadbencr: 

Tenured Forergn Service Office Management 
Specialists and Civel Servace Office Support 
Professionals who are GS-6 of above and 
have at icasi [wo years mm the department 
that includes an overseas assignment oF 
TDY wm the last five years 


Prerequisite: 

Professional Development Seminar for 
Foreign Service Office Management 
Specialests ( PK AOD) os rcocommended but not 
required. Civil Service Office Support 
Professional Program (PK206) is 
recommended but not required 


Schedule 


8 4Sam w4(om 


Dates 
Begin End 
FY 

(AMA) 


Length Sechon 


wis weeks ODI 


Vieumum“Mawumum | > 


Tuition: $2.08) 


OFFICE TECHNOLOGY 
IN THE 21" CENTURY 
( owrwe Cade PAA)? 


Participants discuss the Changing roles and 
(tte Support 
ccmur©ry 


responsibilities f 
Professonals in the 2 


Part ipants learn t 

* Assess technology tools thal are 
transiormeng the office en. ronment 

© Describe the office of the future and show 
how work processes wll hange 

© Identify the skills required to support the 
Wtroe of the future 

© Develop a plan for gammneng required shulls 








OPM Competencies Addrewed: 
/ Contnual Learmng 
Jf Techmcal Credsbulsty 


FS Precepts Addrewed: 
/ innovation 
/ Techocal Skalls 


Nedbencr 
Crvel Service Office Support Professonals 
and Forongn Servec Office Management 
Yen lalirsis 


7tHham w4thliom 


| ete 
Begin bl 
ry 

A yw it 
wi a) s 


| ength Sec thm 


DAyTAy tay m 
ryt) tay me 


PROFESSIONAL DEVELOPMENT 
SEMINAR FOR FOREIGN SERVICE 
OFFICE MANAGEMENT 
SPECIALISTS 

Course Cade PK 302 


This course empowers Foreign Service 
Office Managemer: oecialists to be self 
directed learners. atd enables them to 


erate more cffectivery m a vanety of roles 


Participants learn to 

¢ Use cotcal thenking skills 

* Manage thei careers 

° Improve the skills in office technology 

© Polish ther wrtten and oral presentation 
shalls 

° Practice active lestenmng and use assertive 
Commumecation stulls 


FN Precepts \ddrewed: 
/ Active Listening 

/ Concal Thenking 

/ job information 

/ Oral ( oenmumecaton 

/ Written C ommuncatbon 


\udience: 
Foreign Service Office Management 
wer Lalists 


Prerequisite: 


(ne tor 


“hedute 
'4am w4ibiom 


| ates 
Begin Fmd 
rym 


Section 


mA) A) Z . (Cn 








FSN SECRETARIAL SEMINAR 
Course Cade PKI M 


Thess esgit~<day course trams PSN Secretanes 
to apply the prncopies and techmgues of 
quality customer service and time 
management. (© use Correct formatting for 
department Correspondence. to use specific 
office management sulls wo remforce English 
communication skills. and to share key 
learmngs with colleagues and supervisors 
a post 


Parncipants learn to 

° Prepare correspondence according to the 
Mate Correspondence Handbook 

* Define and wennufy the TAGS & Terms 
Svysiem 

* Implement correct English sentence 
“@ructure and Department of State style in 
drafting Pasa entten Communac ations 

° Develop effective working relatonships 

* Practhce customer service and time 
management “rate gies 


FS Precepts \ddrewed: 

/ Wootten Communic ation 
/ Professsona! E apertive 

/ Techmcal Skalls 

/ Operat onal Effectiveness 


OPM ( ompetenoe \ddrewed_ 
/C astome;r Service 

/ \merper~wonal Stulls 

/ Techmcal ( reditality 


Nuchencr 

Forngn Service Nationals at the FSN-(5S to 
PSNI levels who are respomubte for a wide 
varvety of admonrstrative. technecal and 
wcretanal dutres 


English .peaking and Comprehenseon level 
equivalent to FSI 4/4 rating recommended 
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” ( owrees 


Schedule 
9am w4pm 


Date 
Course dates will be announced via cable 


VMirumum“iaumum 
Tuition: $) 6) 


Individual and class practice sessions 
provede particspants with the information 


and skills needed to make travel 
atrangements and to prepare trave! vouchers 
correctly 

Particopants learn to 


* Make travel arrangements 

* Prepare travel vouchers using ec 
computerized “Travel Manager Plus 
Program 


Nudience: 
Department of State employees 
Prerequisite: 

Farmuharnty with Microsoft Office products 
Schedule 

9am w400pm 

Dates 

Begin End Length Section 
FY (® 

wiv «=61IviMR ol days)=6OD 
wis ovis ldys Gm 
woe ocAlwnE ldays (mF 
ww «OI Ol days «= 
me (9 ldays 5 








OFFICE MANAGEMENT 





Minimum/Maximum: &/|5 
Tuition: $420 


MANAGING UP: LINKING 
SUPPORT AND SUPERVISION 
Course Code PK305 


This course is co-sponsored by Office 
Management training and the School of 
Leadership and Management. 


Developing and sustaining a successful 
relationship with your manager is essenual 
for obtaining the best results in your work. 
This course is designed to meet the evolving 
challenges employees encounter in 
developing interpersonal relationships and 
organizing responsibilities in a diversified, 
team oniented workplace. 


Participants will learn to: 

* Identify perceptions of an ideal working 
relationship. 

* Analyze gaps between the ideal and reality. 

* Identify personal strengths, abilities, and 
tendencies. 

* Increase confidence and skill in managing 
up by learning different approaches/ 
Strategies in developing an effective 
relationship. 





OPM Competencies Addressed: 
/ Influencing 
/Integrity/Honesty 

/ Interpersonal Skills 

/ Political Savvy 


FS Precepts Addressed: 

/ Professional Responsiveness 
/ Professional Standards 

/ Social Perceptiveness 








Audience: 

Civil Service Professionals at the GS-5 
through 9 level, and Foreign Service Office 
Management Specialists at the FP-6 through 
3 level. 


Prerequisite: 
None. 


Schedule: 
9:00 a.m. to 4:00 p.m. 


Dates: 
Begin End 
FY03 

1 1/01/02 
01/1703 


Length Section 


L1AIA02 
01/17/03 


| day 0001 
| day 0002 


Minimum/Maximum: |0/20 
Tuition: $210 
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CIVIL SERVICE OFFICE SUPPORT 
PROFESSIONAL TRAINING FOR 
ENTERING PERSONNEL 

Course Code PK 104 

See Office Management 


FOREIGN SERVICE OFFICE 
MANAGEMENT SPECIALIST 
TRAINING FOR 

ENTERING PERSONNEL 
Course Code PK 102 

See Office Management 


INL ORIENTATION WORKSHOP 
Course Code PP218 
See Global and Multilateral Issues 


POPULATION, REFUGEE AND 
MIGRATION OFFICERS: 
ORIENTATION 

Course Code PPS 16 

See Political Trainine 


PROFESSIONAL SKILLS 
DEVELOPMENT FOR 
COMMUNITY LIAISON OFFICE 
COORDINATORS (CLO) 

Course Code PDS15 

See Overseas Living 


INTRODUCTION TO 
WORKING IN AN EMBASSY 
Course Code PN113 

For information call (703) 302-6996 


This course introduces employees of U.S. 
Government agencies to the structure and 
mission of United States embassies and 
consulates overseas. It is designed to assist 
them in working successfully in a diplomatic 
environment. Course segments are designed 
to make participants more productive and 
effective members of the embassy team by 
helping them to prepare for their first 
overseas assignments. 


Participants learn: 
¢ The work of an embassy or consulate. 

* The role of the Ambassador. 

¢ Protocol and representation. 

¢ Cross-cultural issues. 

¢ Administrative support. 

¢ Working with Foreign Service Nationals. 
¢ Crisis Management. 








neue _ 
FS Precepts Addressed: 
/ Institutional Knowledge 

/ Job Information 

/ Knowledge of Foreign Cultures 
/ Professional Standards 

| / Representation Skills 

_ ¢ Social Perceptiveness 


Audience: 
All USG employees who are going overseas 
for the first time 


Schedule: 
9:00 a.m. to 4:30 p.m 


Dates: 

Begin End Length Section 
FY 03 

02/27/03 O23 2days O00I 
04/003 O404/03 2days 0002 
05/2203 OS/203 2days 0003 





Schedule of Courses 259 













=e 


ORIENTATION 


Begin End Length Section 
0/19/03 062003 days O04 
OV1703 O7/1803) = 2days 0005 
08/07/03 «=OR/0B03) = 2 days )«=—_: C006 
O8/28/03 08/2903 2days O00) 
FY 04 

10903 «= 1W1WO3)— ss 2days =: O00 


Additional course sessions determined on 
an as-needed basis. 


Minimunm/Maximum: | (VSO 
Tuition: $190 


ORIENTATION FOR 

CIVIL SERVICE EMPLOYEES 
Course Code PN 105 

For information call (703) 302-6996. 


This course introduces new Civil Service 
employees to the operations, policies, and 
programs of the Department of State. It is 
designed to assist new employees in 
understanding the structure and goals of 
the Department, and where they fit in that 
structure. 


Participants learn: 

¢ The Department's role in the foreign 
affairs community. 

Career development. 

Employee responsibilities. 

Personnel policies. 

Security procedures. 

EEO Awareness. 


Schedule: 

8:30am. to4:30p.m. 

Dates: 

Begin End Length Section 
FY 03 

1W3Q02 «=: 1IMIM2 3 days )§=(0001 
i20402— 1206/02 3days §=0002 
020S/(03 4 O207M03 3days 0003 
O¥V1I9V03 O¥2103 3days 0004 
05/14/03 —(OS/1603 ss 3 days = =0005 
09/15/03 = 08/1903 = Sdays* 0006 
09/24/03 O8P693 3days 0007 
FY 04 

11/05/03 =61IM7A3 = 3 days §=(0001 
IWiWO3) = «1/123 3days §=0002 








OPM Competencies Addressed: 
/ Customer Service 

/ Integrity/Honesty 

/ Technical Credibility 











Audience: 


All new Civil Service employees. 


*Presidential Management Interns (PMIs) 
Session. 

Additional course sessions determined on 
an as-needed basis. 


Minimum/Maximum: | (0/50 
Tuition: $290 


ORIENTATION FOR 

FOREIGN SERVICE OFFICERS 
Course Code PG101 

For information call (703) 302-6996. 


Through a series of activities, including 
lectures, small group exercises, case studies, 
and simulations, participants are introduced 
to the profession of diplomacy, the work of 
the foreign affairs agencies, and the mission 
of the Foreign Service. 


Participants leara to: 

* Introduce and enhance the core skills 
required of a diplomat. 

* Help prepare for the practical demands and 
rigors of Foreign Service life. 
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¢ Enhance a sense of professionalism, 
responsibility, service, and espnit de corps. 

¢ Develop an understanding of the terms of 
employment and the goals of the career 
development system. 





FS Precepts Addressed: 

/ Adaptability 

/ Institutional Knowledge 

/ Job Information 

/ Knowledge of Foreign Cultures 

/ Openness to Dissent 

/ Oral Communication 

/ Performance Management and 
Evaluation 

/ Professional Expertise 

/ Professional Responsiveness 

/ Professional Standards 

/ Representation Skills 

/ Social Perceptiveness 

/ Teamwork 

/ Written Communication 











Audience: 

All new Foreign Service Officers. Restricted 
Enrollment — Contact Orientation Division 
for information. 





Schedule: 

8:30 a.m (05:00 p.m. 

Dates: 

Begin End Length Section 
FY 02 

11/04(02—s«12/20/02 7 weeks 0001 
O1V/13/03 = 02/28/03 ~ 7 weeks 0002 
03/10/03. —=—s« 04/25/03 7 weeks 0003 
05/05/03 =—s« 06/20/03 7 weeks 0004 
06/30/03 08/15/03 7weeks 0005 
09/08/03 ~=—s«10/24/03 7 weeks 0006 
FY 04 

11/03/03 12/19/03 7weeks 0001 
Minimum/Maximum: | 5/98 

Tuition: $4,100 


ORIENTATION FOR FOREIGN 
SERVICE SPECIALISTS 

Course Code PN 106 

For information call (703) 302-6996. 


Through a series of lectures and interactive 
exercises, this Course introduces new Foreign 
Service Specialists io the work of the 
Department and other foreign affairs 
agencies. It is mandatory for all new Foreign 
Service Specialists. 


Participants learn to: 

¢ Explain the mission of the Foreign Service. 

¢ Assist specialists in understanding their 
role. 

* Help prepare for the practical demands and 
rigors of Foreign Service life. 

¢ Enhance a sense of professionalism, 
responsibility, service, and esprit de corps. 

* Develop an understanding of the terms of 
employment. 





FS Precepts Addressed: 

/ Team Work 

/ Adaptability 

/ Institutional Knowledge 

/ Job Information 

/ Knowledge of Foreign Cultures 

/ Oral Communication 

/ Performance Management and 
Evaluation 

/ Professional Expertise 

/ Professional Responsiveness 

/ Professional Standards 

/ Representational Skills 














Audience: 

All new Foreign Service Specialists. 
Restricted Enrollment — Contact Orientation 
Division for information. 


Schedule: 
9:00 a.m. to 4:30 p.m. 


*Occasional daily field trips will require 
an earlier start and/or a later conclusion. 
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ORIENTATION 


Dates: 
Begin 
FY 03 
1/2 1/02 
OL/27/03 
02/24/03 
03/24/03 
O4/2 1/03 
OS/19/03 
07/14/03 
09/22/03 
FY O04 
10/20/03 


End 


| LAOR/02 
02/14/03 
014/03 
O4/1 1/03 
OS/9/D3 
06/06/03 
OR/01/03 
1Ov 10/03 


1107403 


Length 


3 weeks 
3 weeks 
3 weeks 
3 weeks 
3 weeks 
3 weeks 
3 weeks 
3 weeks 


3 weeks 


Minimuny Maximum: | 5/75 


Tuition: $| 450 
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Section 


OOO! 
0002 
0003 
OOO4 
0005S 
O06 
OOO7 
OOO 


OOO! 


WASHINGTON TRADECRAFT 
Course Code PT203 
For information call (703) 302-6996 


This course 1s mandatory tor Foreign Service 
officers returning for their first tour in the 
Department and ts appropriate for Civil 
Service employees and Foreign Service 
Specialists whose positions require a great 
deal of inter-bureau, or interagency 
collaboration. It 1s an excellent course for 
Presidential Management Interns. The goal 
of the course ts to help students learn how 
to be an effective player in the Washington 
arena. 


Participants learn 

¢ The role of the Department of State in 
foreign policy development and 
implementation. 

¢ The relationship of the Department to 
other Federal agencies, and to Capitol Hill 

* How to navigate the intra-Department, 
interagency clearance process 

¢ How work gets done in the Department 

¢ Equal Employment Opportunity 


OPM Competencies Addressed: 
/ Influence/Negotiation 

/ Oral Communication 

/ Political Savvy 

/ Written Communication 


FS Precepts Addressed: 

/ Critical Thinking 

/ Institutional Knowledge 

/ Job information 

/ ‘Management of Resources 
/ Openness to Dissent 

/ Operational Effectiveness 
/ Oral Communication 

/ Persuasion and Negotiation 
/ Professional Expertise 

/ Professional Responsiveness 
/ Written Communication 





Ol ia SE VELOh: 


Audience: 

For Foreign Service Officers dunng their first 

tour in Washington and for appropnate Civil 

Servants and Foreign Service Specialists. It 
iS Suggested that officers take the course 

within the first three months of assignment. 


Prerequisite: 

None 

Schedule: 

8:30am. to 5:00 p.m 

Dates: 

Begin End Length Section 
FY 03 

MWW2102 125002 Sdays)~=— ss O00 
030303 O73 Sdays OO 
062M03 O627038 Sdays O00 
072103 O772503 Sdays 0004 
OWI803 082203 Sdays 0005 
OOON0S = OIN03 Sdays 0006 
92903 WOMB Sdays 007 
FY O04 

12703 «103103 Sdays ool 


Additional courses to be determined on an 


as-needed basis 


Minimuny Maximum: |(/25 


Tuition: $480 
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PROFESSIONAL SKILLS 
DEVELOPMENT FOR 
COMMUNITY LIAISON OFFICE 
COORDINATORS (CLO) 

Course Code PDS15 


This seven-day course 1s designed for new 
Community Liasson Office Coordinators to 
examune the responsibilities of their position 


and to develop program management skills 


Participants learn to 

* Define the role of CLO as a professional 
member of the Administrative team. 

* Understand the CLO’s role in eight areas 
of responsibility 

¢ Unlhize knowledge of resources available 
in Washington and at post to achieve 
program objectives 


Audience: 
All New Community Liaison Office 
Coordinators (CLO) 


Prerequi*-- 
Participanis must be working as a CLO at 


post 


Schedule: 
8:15 am. to 5:00 p.m. (one-hour lunch) 


Dates: 

Begin End Length Section 
FY 03 

091503 O092¥03 7days ODI 
092903 100703 Tdays OOM 


Minimum Maximum: 4/35 
Tuition: $3.) 50 





Schedule of Courses 


) 
+ 


65 














ARMS CONTROL AND 
NONPROLIFERATION 
Course Code PP203 

For information call (703) 302-7184 
Sessions on contemporary arms control and 
nonproliferation issues provide an 
authoritative, condensed, and practical 
overview of this dynamuc policy area. The 
workshop also provides an introduction to 
what students can expect when serving on 
one of the deiegabons. negotiation concepts 
and cross-cultural awareness. Presentations 
Dy cxperts in and outside government review 
recemt developments and link them to 
historical controversies about national 
sccurnty policies 


Participants learn 

¢ How arms control and nonproliferation fit 
imo current nathonal secunty policy 
Contemporary implementation and 
verification issucs 
Emerging policy pnontes 
Congressional and NGO perspectives 
Major multilateral arms control and 

nonproliferation fora and issues 

( ompeting interagency perspectives 


Basin 


oncenmts of new@otiation 


OPM Competencies \ddressed: 


/ | ontrnmual Le 


wmniny 


. } sternal Aw arenes 


FS Precepts Addressed. 
/ institutional Anow ledge 


/ Job Intormation 


Audience: 
Arms mir nd nonproliterat 


professionals w he 


[ sire an updats 


mividuals moving into a job Mat requir 


som ano’ ie ; ir™.s mir 
nonproiiferation Theos class 1s for officers and 
taft of the Department of State. Dol. Dot 
md other agenoes of Corades O44 through 
GS-9 through |S. FP-4 through 4 mrulitar 


cy“uivaicem Scr office 1M) WORKOUT 


Clearance: 
SECRET 
Clearance must be indicated on training form 


schedule - 


9am. to+:iSp.m 


Drates. 
Begin End 
FY OS 


OL27A3 


Length Section 


OVAL | week mn) 


VirmmmumViaximum: 5-5 


Tuition: S700) 


CONGRESSIONAL RELATIONS 
Course Code PP204 


For unformation call 


bxamunes the role of Congress im the forergn 
policy process and how domestic pressures 
iffect the manner in which that role ts carned 
ut. Also looks at how the Department of 
State «= Structured to deal with (© ongress 
ind comsiders how the Department might 
work more effectively with the © ongress 
Mectings with Executive Branch personne! 
whe work with Congress. a day of 
appointments on the Hill plus sessions with 
Aperts, provide an overview of the 
Branch s relations with Congress 


mulside 
baccut 
mn foreren policy msuecs (with a pomary focus 
m State Department issues 


Participants learn 
° How the Department of Stat 
ical with © ongress 
How 
ts legrsiative work 


» Mructured 
mwress Ofrgamszes and cares out 


* The role and function 
roign afta. 
* The role of ngressi ry ang 


heir relations woth the Bram h 





¢ The role and function of Non-Govern- 
mental Organizabons and lobbyrsts as they 
relate to the Congress and foreign affairs 

° How to locate and use information about 
current legisiative actions 


OPM Competences Addrewed: 
/ External Awareness 
/ Polmcal Savvy 


FS Precepts Addressed: 

/ Insututbonal Know ledge 
/ Job Information 

/ Protessonal Expertise 


Audience: 

The prime audience 1s State Department 
officials including Pearson Fellows who will 
be assigned to ( apitol Hy! or two 
congressional lanson functions. plus other 
Executive branch officials working directly 
with Congress. But the course ts also geared 
towards the needs of Forengn Service. Civil 
Service, national security personnec!, of 
thers who have more general needs to 
understand the role of the Congress m 
forergn allaws. Senor officials are alu 
wekome 


Schedule: 


Yibam.to+ iSpm 


Dates. 

Beyin End Length Section 
FY; 

iy), LIAL , davs mH)! 
)ysa)s Mra ' day mh 
PY (Os 

(youn) (viiAy + day it) 


Tuition: \4_' 





FSN POLITICAL TRAINING 
Course Cade PP217 


This two-week course 1 dewugned to help 
polpcal specialit Foren Service Nabonals 
gam a greater understanding of how thew 
work supports Washington end-users 
define more ways to add value to thew 
sections, and to improve thew comtnbutbon 
to the embassy mission Dy upgrading job- 
related skills 


Participants will learn 

¢ Through a senes of consultabons., gain a 
clear wea of L_S. foragn pohcy pronthes 
m ther countnes 

* Learn how the Department om State 
structured and how the interagency 
process works 

* Learn how US. values and metitutbons 
affect forergn policy (including the role of 
C ongress 

° Improve drafting skills and know ledge of 
hormats 

° Sharpen interviewing and oral bDrnetfing 
shalls 

* Learn to use the Internet as a research 
toon and instruncent of public diplomacy 

© Improve abilit nNanage up 


Nudience 
Foreign Service Nathonals serving in politcal 


sec Thar 


Schedule 

The course will be offered af least once a 
vear and possibly more often depending on 
funding An announcement cable will he 
vem af jen two months before the eart of 
“ach seswon. Students will be selected Py 
FSI s Political Trannng Divisson based on 
normnations from the feld DS 755s will nat 
be accepted for thes course. 


VilmmwmunMaximum: “y) 4 


Tuition: S| 4% 








GLOBAL ISSUES 
( ourse Cade PPS 10 
Ser Glotal and WVultiaterai Issues 


HUMAN RIGHTS IN THE 
FOREIGN POLICY PROCESS 


Course Cade PPSU” 


wr (sia al iPtad Vis ltisite : ; 4 


INTELLIGENCE AND 
FOREIGN POLICY 

Course Code PP?! 2 

For mformation call (70/4) *02.7/ 84 


Explores the role of the inte!ligence process 
in the formulanon of US. ferergn poly hy 
exammning the collection and analysis of 
information. the use of intelligence Dy 
policy-makers. and the oversight of 
imelligence activities by Congress The 
pnmary focus 1s on how the Department of 
State and overseas posts use such 
imelligence and includes the role of the 
Central Intelligence Agency. Defense 
Intelligence Agency. National Security 
Agency, and the Bureau of Intelligence and 
Research (INR) and other intelligence 
agencies in the process 


Participants learn 

© The differnng interagency perspectives of 
the intelligence community insiitutions 

* How information 1s collected, analyzed. 
and processed for policy makers 

* Congressional oversight of intelligence 
activities 

¢ The relationship between intelligence and 
the policy process at semor levels 

* Current issues concerning evolution of 
the intelligence process 


/ Mrategx: Thinting 
/ Polmcal Savvy 


FS Precepts Addrewed: 
/ Comcal Thenke 

/ instituteenal & : {ec 
/ job Kaovw lede 

/ Openness to Dineen 

/ Profeswonal bapertiw 


\udiencr 

imteresied personne! in al!) forengn afftaers 
nathonal securty. and intcihgence agencies 
Thes class 1s open to officers and aff of the 
Department of State. AID. DoD and other 
wencres Concerned with forergn affairs of 
Grades FO-4 through |. GS-9 through | 5 
FP through | of mulitary cguivaient. Semor 
officers are also welcome 


(Clearance: 
SECRET 
Clearance must he rndicated on trammang form 


Schedule: 


Yillbam to4+tlDom 


Dates 

Begin End Length Section 
FY 

LWIA Pik in } days ap) 
Mee 6A ) days om 
FY 

Iwi wine 1 days mm 
VMirumumMascimum: | 5/-S 

Tuition: 420) 
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| | POLITICAL # 


ADVANCED NEGOTIATION 
Course Code PP515 
See Negotiation 


INL ORIENTATION 
Course Code PP218 
See Global and Multilateral Issues 


INTERNATIONAL CONFLICT: 
DIPLOMACY 

Course Code PPS17 

See Global and Multilateral Issues 


INTERNATIONAL CONFLICT: 
PEACE OPERATIONS 

Course Code PPS14 

See Global and Multilateral issues 


INTERNATIONAL CONFLICT 
WORKSHOP: 

PREVENTION TO INTERVENTION 
Course Code PPS19 

See Global and Multilateral Issues 


INTERNATIONAL NEGOTIATION: 
ART AND SKILLS 

Course Code PPSO| 

See Negotiation 


INTERNATIONAL TERRORISM: 
UNDERSTANDING THE THREAT 
AND FORMULATING A RESPONSE 
Course Code PPS21 

See Global and Multilateral Issues 
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LABOR OFFICER SKILLS 
Course Code PL103 
See Global and Multilateral Issues 


LABOR RIGHTS REPORTING 
Course Code PL104 
See Global and Multilateral Issues 


MULTILATERAL DIPLOMACY 
Course Code PP21 1 
See Global and Multilateral Issues 


POLITICAL-MILITARY AFFAIRS 
Course Code PPS0S 
For information cail (703) 302-7184 


Examines the broad scope of political-military 
work and how it relates to broader national 
security policy. 


Participants learn: 

¢ The nature and diversity of political- 
military work, and the role of the political- 
military officer 

* The function and role of the Bureau of 
Political-Military Affairs in the Department 
of State, including the significance of 
changes made in the context of integration 
of ACDA into the State Department and 
the restructuring in the Office of the Under 
Secretary for Arms Control and 
International Security. 

* The function and role of the Pentagon in 
formulating and implementing national 
security policy. The course will also cover 
the role of the JCS, OSD, and POLADS in 
the process. 

* Contemporary issues, including export 
controls, de-mining, security assistance, 
and regional security policies. 

* About the State-Defense interface. 

* Differing interagency perspectives. 














POLITICAI 


OPM Competencies Addressed: 
/ External Awareness 

/ Problem Solving 

/ Strategic Thinking 


FS Precepts Addressed: 

/ Institutional Knowledge 

/ Job Knowledge 

/ Problem Solving and Decision Making 
/ Professional Expertise 


Audience: 

Foreign Service, Civil Service, national 
security, and military personnel in jobs that 
involve political/military issues. Priority ts 
given to officers and staff of the Department 
of State, AID, DoD and other agencies of 
grades FO-4 through |, GS-9 through 15, 
FP-4 through | or military equivalent. Senior 
officers are also welcome 


Clearance: 
SECRET. Clearance must be indicated on 
training form 


Schedule: 

900 am. to400 p.m 

Dates: 

Begin End Length Section 
FYOS 

062V03 O62608 4days  OODI 


MinimunyMaximum: | 5/25 
Tuition: $560 


POLITICAL/ ECONOMIC 
TRADECRAFT 

Course Code PG 140 

For information call (703) 302-7184. 


This three-week course, featuring key 
elements from the Political Tradecraft and 
Economic Tradecraft courses, prepares 
officers for their first assignment to a joint 
Political/Economic section or a small post 
entailing both economic and political 
responsibilities. Emphasis ts on the 
development of core skills 


Participants will learn: 

* Assess and advocate U.S. policy goals 
as part of the strategic plan process 

* Reporting and analysis of political, 
economic, and commercial trends 

* Integrating economic and political issues. 

* Bnefing, public speaking, note taking, and 
making demarches 

¢ Developing host-country contacts 

¢ Drafting cables and memoranda 

* Using Excel spreadsheets to present and 
analyze economic data 

* Understand the current context of global 
issues such as terrorism and human nights 


Much of the course material is related to 
each student's country of onward 
assignment. Course coordinators will utilize 
a combination of individual assignments and 
exercises, interactive exercises, Case studies, 
panel presentations, and discussions 


FS Precepts Addressed: 

/ Critical Thinking 

/ Job Information 

/ Oral Communication 

| ¢ Problem Soiving and Decision Making 
_ ¢ Persuasion and Negotiation 

_ ¢ Professional Responsiveness 

i ¢ Technica! Skills 

 ¢ Written Communication 
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POLITICAI 


Audience: 
Fiweign Service Officers en route to their 
first political or economic assignment 


abroad 

Schedule: 

8:30am. to 4:30 p.m 

Dates 

Begin End Length Section 
FY 03 

1/122 LAMAN tweeks (GDI 
OLAS OL 4A08 Sweeks (ED 
OVI7A038 8 OSAMADS weeks § C003 
OS/12A08 Os/aVOS weeks (tis 
O6AN/03 06/27/03 Jweeks O005 
Onl V0O8 U/W Sweeks OF 
O70N03 86OR/ISA03 3weeks O00) 
(WOO O9/19/03 Sweeks O0UK 
YO 

1viQO8s = 1owO3 Sweeks OOD! 


VMinimum/Maximum | 5/0) 


Tuition $2.550 


POPULATION, REFUGEE AND 
MIGRATION OFFICERS: 
ORIENTATION 

Course Code PPS16 


A four-day workshop that will provide an 
intensive overview of the international 
population policy and refugee/migration 
policy and program portfolios. Course design 
includes a combination of program and policy 
briefings as well as practical hands-on 
exercises for managing multi-faceted 
programs of international and non- 
governmental organizations which serve as 
USG partners 


Participants learn to: 
* Discuss administration policy in one or 
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more of the areas of population, refugees, 
and migration. 

¢ Manage multilateral and bilateral project 
assistance 

¢ Coordinate with other USG and with 
international and non-governmental 
organizations in population policy and 
refugee/migration policy and programs 


For more information contact PRM/EX at 
(202) 663-1044 





OPM Competencies Addressed: 

/ External Awareness 

/ Problem Solving | 
/ Strategic Thinking | 


FS Precepts Addressed: 

| ¥ Institutional Knowledge 
/ Job Knowledge | 
/ Problem Solving and Decision ae | 
/ Professional E apes rise 


a ee ad 


Audience: 

This course ts for employees who will serve 
in positions in the Bureau of Population, 
Refugees, and Migration (PRM) in 
Washington and for those who will carry 
the PRM portfolio at posts abroad. 


Dates: 
Begin End Length Section 
FY 03 
O8/02/03 = OB/IS/D3 4days O0DI 


Minimum/Maximum: 8/25 
Tuition: $560 




















‘Ye thay | 


POPULATION, REFUGEES, AND 
MIGRATION OFFICERS 

M&E WORKSHOP 

Course Code PPS 18 


Using a case study of a refugee crisis from 
flight to repatriation, integration, or 
resettlement, this five-day workshop 
prepares officers for monitoring and 
evaluating a broad range of refugee policies 
and programs. The Workshop combines 
theory with practical skills and tools for 
monitoring and evaluating specific 
assistance sectors such as protection, 
health. water, and sanitation 


Participants learn 

¢ M&E Framework: planning, programming, 
monitoring, and evaluation 

* How to apply “People-Onented-Planning” 
analysis to refugee policy and programs 

¢ The Bureau's M Methods, tools and skills 
used in needs assessments, monitoring, 
and evaluations 

* How to analyze appeal. a..d proposals for 
funding 

* How to formulate strong objectives and 
indicators 

* How to monitor organizational and 
financial Management Capacity 

* How to effectively gather and analyze 
information for evaluations, in 
Washington or in the field 

* How to monitor and evaluate specific 
assistance sectors such as protection, 
health, food, water, and sanitation 


For more information contact PRM/EX at 
(202) 663-1044 


/ External Awareness 
/ Problem Solving | 
_ ¢ Strategic Thinking 


OPM Competencies Addremed: | 


FS Precepts Addressed: 

/ Institutional Knowledge 

/ Job Knowledge | 
/ Problem Solving and Decision Making — 
/ Protessional Expertise | 


— 


hailionaen 

This course 1s required for PRM staff in 
Washington and abroad who monitor and 
evaluate refugee programs as part of their 
normal work duties 


Prerequisite: 

Ideally, participants will have taken PRM’s 
Orientation Workshop (PP5S16) before 
enrolling in the MAE Workshop 


Schedule: 

8: Wam.tos00p.m 

Dates: 

Begin End Length Section 
FYB 

IAWAN2 IYiIMI2 Sdays ODI 
FYO4 

0803 «61208 = S days) = OI 


Minimun/Maximum: | 5/25 
Tuition: $700 
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PROGRAM PLANNING AND ASSESSMENT 





ANALYZING AND 
INTERPRETING PERFORMANCE 
MEASUREMENT DATA 

Course Code PDS 32 


Parvcipants in this one-day course work with 
real data to develop the know ledge and skills 
to understand the meaning and implications 
of performance data as ut relates to specific 
goals and outcomes 


Participants learn to 

* Kecognize the strengths and limitations 
of different types of data 

* ( reate an argument or inferential chain tor 
relating Vanious types of data to outcome 


OPM Competencies Addressed: 
/ Problem Solving 
/ Technical Credibility 


ES Precepts Addressed: 
/ Critical Thinking 
/ Problem Solving and Decision Making 


\udience: 

borengn and Civil Service employees of the 
Department of State and other agencies 
especially those needing to demonstrate 
program effectiveness. Appropriate tor 
Foreign Service Nationals 


Prerequisite: 
Strategic Planning and Performance 
Measurement (PDS29) 


Schedule: 
Offered by special request to intact work 


preps 


MinimunyMaximum: | 5/) 


luition: SOM) 





COLLECTING AND MEASURING 
PERFORMANCE DATA 
Course Code PDS 31 


This one-day course addresses effective 
methods of collecting and maintaining data 
related to specific indicators of performance 


Participants learn to 

* Determine appropriate data for a 
performance indicator 

© Create instruments for collecting different 
types of data 

© Collate and maintain daia in a usable form 


OPM Competencies Addressed: 
Jf Technical Credibility 


FS Precepts Addressed: 


/ Intormation Gathering and Analysis 


Audience: 

Foreign and Civil Service employees of the 
Department of State and other agencies 
especially those needing to demonstrate 
program eflectiveness. Appropriate tor 
Foreign Service Nationals 


Prerequisite: 
Strategic Planning and Performance 
Measurement (PDS29) 


Schedule: 
Offered by special request to imtact work 
groups 


Minimuny/Maximum: | 5/%) 


Tuition: $680) 
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PROGRAM PLANNING AND ASSESSMENT 





EVALUATION DESIGN WORKSHOP 
Course Code PDS18 


Need to do a survey or assess a program? 
This two-day course leads you through the 
process of effectively evaluating almost 
anything. Participants work with their own 
projects and develop a plan for doing an 
evaluation, a critical part of any program 
Pror expenence in developing program or 
traiming objectives 1s helpful to get the most 
benefit from the workshop 


Participants learn to 

* Write clear and precise evaluation 
objectives for a course or program 

* Select appropriate methodology to 
achieve the evaluation objectives 


OPM Competencies Addressed: 


/ Accountability 


FS Precepts Addressed: 
/ Critical Thinking 


Audience: 
Trainers, program administrators, or others 
tasked with assessing the value or impact of 
a program. Appropriate for Foreign Service 
Nationals 


Prerequisite: 
None. Design expenence or Trarming Design 
Workshop (PDS 12) 1s helptul 


Schedule: 

9am. to+00 pm 

Dates: 

Begin End Length Section 
FY 

ASA «12D ol days) OO 


Date will be posted by course announce 
ment. Also available by request to groups 
of eveht or more 


Minimun’/Maximum: »/S 
Tuition: $1.26 
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EVALUATION TOOLS WORKSHOP 
Course Code PDS19 


This course helps participants develop the 
tools for gathering information about 
training effectiveness and impact as 
specified in an evaluation plan 


Participants learn to 

¢ Create a vanety of evaluation instruments 
including tests, surveys, and question- 
naires 

¢ Implement evaluation methodologies so 
that evaluation objectives are met 
OPM Competencies Addressed: 
/ Accountability 


FS Precepts Addressed: 
/ Critical Thinking 


} 
| 


—— 


Audience: 

Trainers, program administrators, or others 
tasked with assessing the value or impact of 
a training program 


Prerequisite: 
Course design and evaluation expenence or 
Evaluation Design Workshop (PDS18) 


Schedule: 
8:30 a.m. to 3:30 p.m. Offered once a year 


Dates: 


Available by request to groups of six or more 
Minimun/Maximum 6/25 
Tuition: $1,890 


MANAGEMENT CONTROLS 


WORKSHOP 
Course code PA1 47 
See Administration 


STRATEGIC PLANNING AND 


PERFORMANCE MEASUREMENT 
Course Code PDS29 
See Leadership/Management 











gee 


PUBLIC DIPLOMACY 
TRADECRAFT 
Course Cade PY 100 


Note: The Public Diplomacy curriculum 
is undereoine revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hitp.// 
fuweb js Male go' for the most current 
course information 


Public Diplomacy Tradecraft forms the core 
of public diplomacy trammg. It actually 
consists of ten individual courses, or 
modules, drawn from the Public Diplomacy 
Training Division curriculum. Public 
Diplomacy Tradecraft provides a general 
overview of the Public Diplomacy functional 
cone and an introduction to the tools, 
resources, knowledge, skills, and imsights 
required for successful Public Diplomacy 
Mrategies overseas 


Participants will learn to 

* Explain the role of Public Diplomacy and 
responsibilities of Public Diplomacy 
Officers within the State Department and 
at an overseas mission 
Understand and explain the relationship 
and differences between public 
diplomacy, traditional diplomacy and 
public affairs, and their complementary 
contributions to the advancement of US 
national interests 
Prepare and deliver effective speeches 
and presentations to the public and to 
contidently deal with the media in 
rehearsed and unrehearsed encounters in 
order to effectively advance US. national 
imerests, help prepare others for the same 
identity the public diplomacy programs. 
products, services, and resources which 
best support the conduct of public 
diplomacy overseas under a variety of 
circumstances 
Develop basic skills for management of 
Public Diplomacy resources 


Digtenne 


© Design broad strategic plans to anticipate 
and respond to public diplomacy 
challenges 


FS Precepts Addressed: 

/ Institutonal Know ledge 

/ Job Information 

/ Knowledge of Foreign Cultures 
/ Management of Resources 

/ Oral Communication 

/ Professional Expertise 

/ Professional Responsiveness 
/ Representational Skills 

/ Social Perceptiveness 

/ Technical Skills 

/ Whitten Communication 


Audience: 

The course 1s designed for Foreign Service 
Officers preparing tor thew first assignments 
in Public Diplomacy positions overseas 
However, the course ts also appropriate as a 
refresher for foreign affairs agency 
employees already serving in public 
diplomacy, public affairs and other cones. 
both in the US. and overseas, as well as 
individuals who require a better under 
standing of public diplomacy as practiced 
overseas. Where appropnate, students may 
clect to sign up only for one or more of the 
individual course modules numbered PY 10! 
through P'Y 112; however, pnority placement 
in the individual course modules wall he given 
to students who are registered for the entire 
three-week Tradecraft Course 


Prerequisite: 


None 


Schedule: 
90am. two4 3pm 


Dates: 
Begin End 
FYOS 

1W12AN 
OVITAN 


Length Section 


| AMY 
(MAMA)S 


jweeks (DD! 
tweeks OOD 
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PUBLIC 


Bergin tend | eneth Scclam 
ry Os 

(HVAT AY Wyss tuwccks§ (DN 
(m/T TARA (m/s Swmoeeks (ti 
ry is 

ways 11/1 SANS twecks§ UDI 


ViinimunyS\laxinum: |( 9) 4 


luition: “tS 


LEADING STAFF AND 
MANAGING RESOURCES 
FOR PUBLIC DIPLOMACY 
Course Cade PY 101 


cwrronline 


Nite he Publi Diploma 


7% mdcreoine ry igor Please wmisull 

the om-linte } \/ { wurse € alalive on Tite 

Denrartment om \tate (ire Net al niip 
wuecr ts sloile go low’ tiv mm srrenml 
mare ieiloormulivn 

I has wiv ‘chy i fevl optemliale cvmnyprise 

lhe rire, ues Pal ldip errr 


lradec ratt ( oureve ‘Pylon 
Public Diplomacy officers, even m then tis 
overscas tou4@rs we usually requir d to 
Manage resources and SEPCTY Is lalts of 
hiweign Servic Nathonals I hy cme «day 
course module ms designed to sensitize 
vudents to the challenges of orgamzing and 
mevtivating a diverse workforce and to 
develop awareness of cultural diversity 
leadership models, and problem-solving 
1c bnaques ho more etlectively deal with a 
varnety of personne! msucs. Students wall 
sled deve hop skhalis tow prioritizing and 


budecting public diplomacy fesources 


OPM Competencies \ddressed: 
/ Problem Solving 

/ interpersonal Skills 

/ Decisiveness 


/ Contha Management 


ae, Schedule of C ourses 


iste Le 


ES Precepts Addressed: 

/ Professional Responsiveness 
J Manage mem of Resources 

/ Performance Managemen and 


Fv aluatun 


Nudience: 
borcren Service Officers assigned to Publu 


Diplomacy positions overseas 


Prerequisite: 

None: however, sence thes course 1s also onc 
of ten modules comprising Public Diplomacy 
Tradecraft (PY 100), panty placement om thes 
madividual course moxdule will be given to 
Mudents who are rr eitiered for the entire 
three-week Tradecraft Course 


Schedule: 


Yillam to4 Yip iD 


Dates: 

Begin bond Length Secthm 
ry Os 

1V/22AN bV/2CAN | day (HD) 
()VIRADS (}VONADS | day (neh 
(7/1 SAN (}7/1 ADS | da (aH 
CR/22ANS = CIDA | day (rie 
yin 

1 TAV/ANS 1TANTANS | day (th) 


Niinmurn/S Maximum: (6 


Tuition: $570) 














a Bl i( 


DIPLOMAT \ 





SPEECHWRITING AND 
PRESENTATION SKILLS 
Course Cade PY 102 


Note: The Pablic Diplomacy carnicolam 
i wndereome revision. Please consult 
the on-line FSI Course Cataloe on the 
Department of Sate OpenNet at hips 
lunch ju state gov for the most current 


course miormation 


This course 1 one of ten modules comprising 
ihe three week Publi Diploma ’ 
lradecratt Course (PYV100) 


Thus one-day workshop focuses on how to 
prepare and deliver a speech. The focus ts 
on developing appropriate content 
composition, and delivery, including 
suggestioons for enhancing presentations 
Ry the end of thes course, students will be 
ible te craft a speech that ensures the core 
Also covered are tips 
on writing and editing speeches tor others 
ic 2 Ambassadors) as well as coaching 
someone clse to deliver a speech Students 
participate m practical exercises that include 
preparation of a short speech and delivery 
on camera. with feedhack and constructive 
cntomm on the presentation provided by 
the tramet 


Messapve Ss CONVEY ed 


OPM Competencies Addrewed: 
/ Oral Communication 
/ Written Communication 


ES Precepts Addressed: 
/ Oral C ommunmcation 
/ Written Communication 


\udience: 
Public Diplomacy officers and others who 
are treqguently called upon to deliver remarks 
hefore audiences or on camera, and those 
who draft or edit speeches and presentations 
for others 


None: however. since this course ts also one 
of ten modules Compreing Public Diplomacy 
Tradecraft (P’'Y 100). pnonty placement on thers 
course module wall be given to students who 
are registered tor the entire three-week course 


Schedule: 

Yiiam.to4+ pm 

Dates: 

Begin End Length Secton 
rYOS 

11/2702 «=«NNVZ7AND I day (rn)! 
MAVOs OMS I day (ED 
(7248 U724A8 I day (rns 
(A/INAIS §=6CR/ZRANS I day (ris 
FY 

LV/17ANS =6LVETANS ol day (en) 
Minimunylaximum: (1/5 


Tuition: S280) 


THE ROLE OF THE 
SPOKESPERSON 
HOW THE MEDIA WORK 


Course Cade PY 104 


Note: The Public Diplomacy carriculam 
is undereoune revision. Please consult 
the on-line FSI Course Cataloe on the 
Department of State OpenNet at http.-// 
tineh iu state. gov for the most current 
course miormation 


This course os one of ten modules comprising 
the three-week Public Diplomacy 
lradecratt Course (PY100) 


This one-day workshop provides 
participants with the basic skills necessary 
to understand and interact effectively with 
the media. Partecypants will learn about the 
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basic orgamization and operation of the 
media, media ground rules. and common 
practices. By the end of the course, students 
will better understand the media's 
motivations, and the cxapectations of a 
spokesperson. Key areas addressed include 
the “Do's and Don'ts” for a spokesperson 
and the rathonale behind organizing press 
events. Participants practice the skills 
learned in the course during mock press 
conferences, with the instructor providing 
constructive criticism 

OPM Competencies Addressed: 

/ Oral Communication 

FS Precepts Addressed: | 

/ Job Information 

/ Oral Communication 


Audience: 

Information Officers, Public Diplomacy 
officers bound for one- and two-officer 
Public Diplomacy posts, first-time PD 
officers, and others who have frequent 
contact with the media 


None, however, since this course 1s also one 
of ten madules comprising Public Diplomacy 
Tradecraft (P’'Y 100), pnunty placement in this 
course madule will be given to students who 
are registered for the entire three-week 
Public Diplomacy Tradecraft Course 


Schedule: 

8 Wam toS 00pm 

Dates: 

Begin End Length Section 
FY 

11/2502 «—«NA/2SAND—s day Op! 
OVA OVSIAR iday OOM 
(728 ORV | day Oo 
OW25S003 =OR/2SAS I day 4 
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Begin End Length Section 
FY(s 

Wis «6112S I day (nn 
Minimum “Maumum: (> 

Tuition: $280 


DEALING WITH THE 


ELECTRONIC MEDIA 
Course Cade PY 104 


Note: The Public Diplomacy carricalam 
is undergoing revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hiip.// 


(siweh Jui state gov for the most current 
course mformation 


This course is one of ten modules comprising 
the three-week Public Diplomacy 
Tradecraft Course (PY100) 


This one-day workshop teaches students 
how to work effectively with the electronic 
media, with emphasis on broadcast 
televisson. The course teaches techniques 
for effectively preparing to appear on 
televisron as a USG spokesperson, as well 
as tips for coaching someone else to face 
the camera. Emphasis 1s placed on thorough 
preparation, “how to develop a message” 
and creating effective “sound bites” which 
ensure that the core public diplomacy 
message ts delivered to the public through 
the media. A key component of the course 
iS &@ mock on-camera interview, with 
constructive feedback provided by the 
imstructor 


— : ——— 
OPM Competencies Addressed: 
/ Oral Commumecation 


FS Precepts Addressed: 
¢/ Oral Communication 

















Audience: 

Information Officers, Public Diplomacy 
itwers bound for one- and two-officer 
rublic Diplomacy posts, first-tome PD 
otticers, Ambassadors, DCMs. and other 


Foreign Affairs employees who are likely to 
explain USG policy before electronic media 


Prerequisite: 

The Role of the Spok yw the 
Media Works (PY 103). since both P'Y 103 and 
PY 104 are also two of the ten modules 
comprising Public Diplomacy Tradecraft 
(PY 100). pnonty placement im these two 
course modules will be given to students 
who are registered for the entire three-week 
lradecraft Course 





Schedule: 

* Mam. toS 00pm 

Dates: 

Begin End Length Section 
FYOS 

1W27AN 127A | day an) 
MOIS OMIA = I day (HR 
(2203 O23 |i day (nn 
(82603 ORS Iday ( 
FYO4 

ive IVIM ida 8 OD 
Minimunyaximum: (6 

Tuition: $280 


ADMINISTERING 
PUBLIC DIPLOMACY 
OPERATIONS OVERSEAS 
Course Cade PY 105 


Note: The Public Diplomacy curriculum 
is undergoing revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hiip.// 
lsiweb Js. state gov for the most current 


course information 


This course is one of ten modules comprising 
the three-week Public Diplomacy 
Tradecraft Course (PY100) 


This two-day course emphasizes the skills 
and know ledge needed by Public Diplomacy 
officers to effectively direct Public 
Diplomacy operations at overseas posts 
Students learn about the special regulatory 
authorities, responsibilities of Public Affairs 
Officers and administrative and working 
relationships between the Public Affairs 
Section and other Sections and agencies 
within an overseas mission. Topics covered 
include: budget and budget cycles, overseas 
employment issues, grants and recycling of 
funds; procurement, and general 
administrative issues 


OPM Competencies Addrewsed: 
| / Financial Management 
| / Strategic Thinking 


PS Precepts Addressed: 
| ¢ Job Information 

/ Operational Effectiveness 
/ Management of Resources | 


- — —— 





Audience: 
Foreign Service Officers assigned to Public 
Diplomacy positions overseas 


None, however, priornty placement im this 
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course madule will he given to students who 
are registered tor the entire three-week 


Tradecraft Course 


Schedule 


Yam two+ Vpm 








Dates: 

Begin End Length Secthon 
FYOS 

12D «IIA ol days = 
OVO} OVI7038 ldays Gm 
O71603 OV1703 2days CM 
(Vs CRIA days <M 
FY 

110008 «6S 2 days (rn)! 


Minimun/Maxuimum: (16 


Tuition: $570) 


PUBLIC DIPLOMACY AND 
INFORMATION TECHNOLOGY 
(Course Cade PY 106 


Note: The Public Diplomacy carriculam 
is undergoing revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hitp.// 


fsiweb Sei state. gov for the most current 
course mformation 


This course is one of ten modules comprisang 
the three-week Public Diplomacy 
Tradecraft Course (PY 100) 


This one-day course addresses the most 
important technology topics of interest to 
Public Diplomacy officers. The tramuing 
focuses on some of the key programs. 
products and services of the State 
Department's Office of International 
Information Program (IIP), including 
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Information Resource Centers. the IP 


imernmathonal website and access to other 
USG webwites, resources on USG policy, and 
USG broadcasting. Students learn about the 
effectiveness of Digutal Video Conferencing 
as 4 programmmng tool, as well as tips on 
designing and managing an embassy web 
site. In thes course module students will 
learn the wmportance of maimtaming an 
effective database for managing and 
maimtamung contacts with a broad range of 
key host nation institutions and individuals 
The course also provides an overview of 
the information technology updates under 
development for Public Diplomacy 
operations as well as the capabilites and 
limitations of information technaclogy 
available at overseas missions 


OPM Competencies Addressed: 
/ Technology Management 


FS Precepts Addressed: 

/ Information Gathering and Analysis 
/ Job Information 

/ Technical Skills 


\udience: 

Foreign Service Officers assigned to 
overseas or domestic Public Diplomacy 
positions. it 1s also appropriate for other 
Department of State employees who require 
a better understanding of Public Diplomacy 
(NOTE: State Department employees 
outside the Public Diplomacy cone who are 
interested in information technology, 
websites and the Internet should comsuder 
taking Foreign Policy Internet Resources 
(PY 202) of Internet Research for Domestic 
Staff (PY 208) 


None, however, i 1s strongly recommended 
that Foreign Service Officers assigned to 
Public Diplomacy positions overseas also 
take Public Diplomacy Programs, Products 
and Services (PY 107) in conjunction with 
this course 








Sence thes Cowrse 1s also one of ton madules 
compriing Public Diplomacy Tradecraft 
(PY 100). pronty placement m this course 
muxdule will be given to students who are 
registered for the entire three-week 
Tradecraft Course 





Schedule 

91am to4 Wp m 

Dates 

Begin End Length Section 
hyo 

1VIRAR OLAV RADD | day (mp 
OVI403 «OVA | day This 
wien <o/1aan | day ith 
wis OGVIROS Ida GD 
rY(4 

11a 11ADMaS | day (mn) 
\iinimum Maximum: | 

Tuition: $28) 


PUBLIC DIPLOMACY PROGRAMS, 
PRODUCTS AND SERVICES 
(Course Cade PY 1077 


Note: The Public Diplomacy carricalam 
is undererne revision. Please consult 
the on-line FSI Course Cataloe on the 
Department of State OpenNet at hitp.// 
fuwebJsi state gov for the most current 
course mformation 


This course is ane of ten modules Comprising 
the three-week Public Diplomacy, 
lradecraft Course (PY100) 


This course mntraduces Department of State 
employees to the vast array of Public 
Diplomacy programs. products, services, 
and activities of the Bureau of Educational 
and Cultural Affairs (BCA) and the Office of 


imermnational Information Programs (IP). By 
the end of the course, participants will be 
able to describe the mayor Public Diplomacy 
towls, sdentify those that would be most 
appropriate and effective m responding to a 
vareety of US. policy objectives, and 
mcorporate them into a basic public 
diplomacy strategy Methods for measunng 
and tracking program results are also 
discussed 

ES Precepts Addrewed: 

/ Job Information 

/ Information Gathering and Analysis 
Audience: 
Forengn Service Officers assigned to Public 
Diplomacy positions overseas and in 
Washington. This course 1s also appropriate 
for other Department of State employees 
who require a better understanding of Public 


Daplomacy 
Prerequisite: 


None, however, it is also strongly 
recommended that Foreign Service Officers 
assigned to Public Diplomacy positions 
overseas take Public Diplomacy and 
Information Technology (PY106) in 
compunction with this course 


Since this course ts also one of ten modules 
comprising Public Diplomacy Tradecraft 
(PY 100), priority placement im this course 
module will be given to students who are 
registered for the entire three-week 
Tradecraft Course 





Schedule: 

90am. to4 Wpm 

Dates: 

Begin band Length Section 
FYOS 

iia? «NSA days «= 
OVIGA = =606 DIAN ‘ days in 
(AROS OT/1I03 3days COR 
OWIMO3 OWISS 3days OOD 
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PUBLIC 
Begin End Length Section 
FY 04 
10/2903 «103103 3days O00I 


Minimum/Maximum: (0/6 


Tuition: $570 


PUBLIC DIPLOMACY 
PRACTICE AND THEORY 
( ourse Code P'Y 109 


Note: The Public Diplomacy curriculum 
is undergoing revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hitp:// 
{[siweb Jsi state gov for the most current 


course imformation 


This course is one of ten modules comprising 
the three-week Public Diplomacy 
Tradecraft Course (PY100). 


This course is an introduction for newcomers 
to the field of public diplomacy, as well as a 
refresher for those who have already served 
in public diplomacy positions. It provides 
an overview of the concepts and conduct of 
public diplomacy and examines the structure 
of the State Department Bureau of 
Educational and Cultural Affairs, Office of 
International Information Programs, and 
Bureau of Public Affairs. Students will 
explore how public diplomacy contributes 
to the strategic planning, implementation, 
and achievement of foreign policy goals and 
objectives. Emphasis is placed on the roles 
of Public Diplomacy Officers and the day- 
to-day Public Diplomacy operations at U.S. 
missions. The course considers the 
broadening influence of non-governmental 
actors in foreign affairs and how 
governmental officials can address this 
phenomenon. Participants are also exposed 
to the impact and influence of foreign public 
opinion. 





284 Schedule of Courses 


DIPLOMACY 





FS Precepts Addressed: 

/ Job Information 

/ Institutional Knowledge 

/ Information Gathering and Analysis 


————_—__ 











Audience: 
Foreign affai: ployees newly assigned 
to Public Diplomacy positions and any 
Departinc nt ol State employee who requires 
a broad understanding of the role and 
functions of Public Diplomacy. This course 
is also appropriate for Public Diplomacy 
Officers who are transferring trom Cultural 
Affairs Officer positions to Information 
Officer positions (or vice versa) within the 
Public Diplomacy cone. Public Diplomacy 
Practice and Theory (PY 109) may also be 
taken as relevant “refresher” for Public 
Diplomacy Officers who are returning to 
Public Diplomacy positions after one or more 
tours of service in another cone. 


Prerequisite: 

None; however, since this course 1s also one 
of ten modules comprising Public Diplomacy 
Tradecraft (P'Y 100), pnonty placement in this 
course module will be given to students who 
are registered for the entire three-week 
Tradecraft Course. 


Schedule: 

9:00 a.m. to 4:30 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1/1202 «=«IWIMO2) «2 days)§=«—( O01 
OV1703 O3V1803 2days OOM 
O701K3 O7R03 days (0003 
OB/1103 O8/1203 22days (0004 
FY 04 

102703 1072803 days ODI 
Minimum/Maximum: (/6 

Tuition: $850 











PUBLIC 


DIPLOMACY 





PLANNING AND IMPLEMENTING 


PUBLIC DIPLOMACY STRATEGIES 
Course Code PY 111 


Note: The Public Diplomacy curriculum 
is undergoing revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hitp:// 
{[siweb fst state gov for the most current 
course mjformation 


This course ts one of ten modules comprising 
the three-week Public Diplomacy 
Tradecraft Course (PY100) 


During this highly interactive course 
incorporating both case study and 
simulation through role play, participants will 
develop public diplomacy strategies to 
address short term and long term policy 
goals and objectives in response to foreign 
policy situations presented in case study 
format. Participants will analyze public 
diplomacy options, explore the role of 
interagency coordination in the decision 
making process, and experiment with various 
approaches to dealing with foreign publics, 
institutions and media in order to develop 
and implement strategic plans that support 
U.S. foreign policy goals and national 
interests 


Audience: 

Foreign Service Officers assigned to Public 
Diplomacy, Political, or Economic positions 
overseas, pnincipal officers and DCMs; office 
directors, deputy office directors, and desk 
officers in domestic positions; Civil Service 
employees assigned to Public Diplomacy 
positions; others interested in incorporating 
Public Diplomacy considerations into the 
Strategic planning process 


Prerequisites: 

None; however, some prior Foreign Service 
training or expenence with the operations of 
an overseas mission or the Department of 
State would be useful background for course 


participants. Since this course ts also one of 
ten modules comprising Public Diplomacy 
Tradecraft (P'Y 100), pnonty placement in this 
course module will be given to students who 
are registered for the entire three-week 
Tradecraft Course. 





OPM Competencies Addressed: 

/ Problem solving 

/ Interpersonal Skills | 
_ ¢& Decisiveness | 

/ Oral Communication | 

/ Strategic Thinking 


FS Precepts Addressed: 
/ Oral Communication 
/ Job Information 

/ Information Gathering and Analysis | 
/ Institutional Knowledge | 
/ Critical Thinking | 
/ Problem Solving and Decision Making | 


— — 


Schedule: 

9:00 a.m. to 5:00 p.m 

Dates: 

Begin End Length Section 
FY 03 

12/02/02 1 2A)2A)2 | day OD! 
Ovoz0s 04002403 | day oom 
072303 072303 'day 0003 
08/27/03 = OR27/A03 | day 0004 
FY (04 

1143 = 1/14/03 | day OOD! 
Minimum/Maximum: (V6 

Tuition: $280 
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me iel 


CULTURAL PROGRAMMING 


OVERSEAS 
Course Code PY 112 


Note: The Public Diplomacy curriculum 
is undergoing revision. Please consult 
the on-line FSI Course Catalog on the 
Department of State OpenNet at hitp:// 
fsiweb fsi.state.gov for the most current 


course information. 


This course is one of ten modules comprising 
the three-week Public Diplomacy 
Tradecraft Course (PY100). 


Declining funding for cultural programming 
overseas, especially programming of 
American artists and performers, means that 
Public Diplomacy Officers must be creative in 
seeking out collaboration with (and funding 
trom) non-USG sources. This course will 
explain the role of cultural programming in the 
context of support for the overall goals and 
objectives of an overseas mission. It will also 
explore the opportunities for—and limitations 
of—collaboration with inter-agency, 
corporate, host nation and non-USG partners 
in the planning and implementation of the full 
range of cultural and exchange programming. 
By the end of this course, participants will be 
able to justify programming the arts overseas 
and identify potential funding sources and 
mechanisms for such programs. 


- —EE 
OPM Competencies Addressed: 

/ Problem Solving 

/ Strategic Thinking 


FS Precepts Addressed: 

/ Job Information 

/ Institutional Knowledge 

/ Critical Thinking 

/ Problem Solving and Decision Making 
/ Management of Resources 

/ Professional Expertise 

/ Innovation 
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DIPLOMACY 


Audience: 
Cultural Affairs Officers and Public Affairs 
Officers. 


Prerequisites: 

None; however, since this course ts also one 
of ten modules comprising Public Diplomacy 
Tradecraft (PY 100), pnonty placement in this 
course module will be given to students who 
are registered for the entire three-week 
Tradecraft Course. 


Schedule: 
9:00 a.m. to 4:30 p.m. 


Dates: 

Begin End Length Section 
FY 03 

11/19/02 LI/19A02 | day OOD] 
03/25/03 803/253 ~—s I day 0002 
O7/1S/03 = O7/ISAN3 A day 00038 
OR/I9/03 = OR/I9/03 | day O04 
FY 04 

1104/03 = LIAM/03 | day OOD! 


Minimun/Maximum: (0/6 


Tuition: $280 











PUBLIC 


FOREIGN POLICY 
INTERNET RESOURCES 
Course Code P'Y 202 


Need policy guidance fast’? This one-day 

course offers participants hands-on training 

to help them find online information to 

address and support foreign policy needs. 

The class will introduce students to the 

information products and services 

publications, web sites, and internal and 

external databases of the Public Diplomacy 

section that are now part of the State officer's 

arsenal. 

Participants will learn about: 

* The Washington File. 

* Public Diplomacy Web Sites. 

PDQ (Public Diplomacy Query) 

Reference Services. 

Article Alert. 

Media Reaction and the Operations. 

Electronic Journals. 

DVCs and TPCs (digital video and 

telepress conferencing). 

* Government and NGO Information on the 
Internet 

* Public Diplomacy Commercial Databases 
(e.g., Dow Jones, Lexis Nexis, FirstSearch). 


4 





OPM Competencies Addressed: 
/ Technology Management 


FS Precepts Addressed: 

/ Job Information 

/ Information Gathering and Analysis 
/ Institutional Knowledge 








———————— 





Audience: 

Designed for all Foreign Service Officers in 
State and other foreign affairs agencies and 
for Civil Service employees whose work 
responsibilities focus on foreign policy 
issues. Public Diplomacy officers will also 
find the course useful to update their 
knowledge of information resources 


DIPLOMACY 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:30 p.m. 

Dates: 

Begin End Length Section 
FY 03 

110602 11002 =| day OOD! 
OM0E03 OMIG/03 = I day oon? 
04/29/03 O4/29903 = I day 0008 
O8/19/03 OR/I9/03 1 day O04 
Begin End Length Section 

FY 04 

1v3V03 = 1003s day OOD! 


Minimum/Maximum: | (0/24 


Tuition: $280 


INTERNET RESEARCH FOR 
DOMESTIC RESEARCH NEEDS 
Course Code PY 208 


Need policy guidance’ Need to find U.S., 
foreign government, or NGO information on 
the Internet? This course will offer all the 
substance of Foreign Policy Internet 
Resources (P'Y 202) but ts slanted specifically 
towards Civil Service or Foreign Service 
employees with research needs that are not 
related to foreign policy issues or are not 
directly connected with policy support to 
overseas embassies. Participants in the 
course will submit their research interests to 
the course coordinator in advance of the 
session, so that the course can be tailored 
around their needs. 


Participants will learn: 
* Public Diplomacy Web Sites 
* The Washington File. 
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rLUBLIC 


PDQ (Public Diplomacy Query). 

Electronic Journals. 

Anicle Alerts and Advance Documents. 

* URLs 

* Media Reaction and the Ops Center. 

* Public Diplomacy Commercial Databases 
(Dow Jones, Lexis Nexis) 

¢ Government and NGO Information on the 

Internet. 


| / Technology Management 


__ FS Precepts Addressed: 
_ 7 Job Information 
/ Information Gathering and Analysts 


_ 7 institutional Knowledge 


einai 





Audience: 
Designed for Foreign Service Officers and 
Civil Service employees involved in research 
for domestic use. Research topics should 
be submitted to the trainers at the time of 
registration 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:30 p.m 

Dates: 

Begin End Length Section 
FY 03 

\Wiv2 = §«WIBA2 =I day UD) 
O7I80S = O2I8A3 = | day OOM 
FYO4 

Wwi43 = 144003 day OOD! 


Minimum/Maximum: |(/24 


Tuition: $280 


Digtehin le 


ADMINISTERING PUBLIC 
DIPLOMACY GRANTS AND 
COOPERATIVE AGREEMENTS 
Course Code P'Y 220 


This course provides the knowledge required 
for the duties of a Grants Officer as it relates 
to the Public Diplomacy mission. It is a 
requirement for all Public Diplomacy officers 
who will be substantially involved in pre- 
award and post-award assistance processes 


Participants learn to: 

* Choose the most appropriate federal 
assistance instrument in various 
Situations. 

* Identify the legal authorities governing 
federal assistance programs. 

* Perform the responsibilities of the Grants 
Officer within each of the phases of the 
assistance process in accordance with 
regulations 





OPM Competencies Addressed: 
/ Financial Management 
/ Strategic Thinking 


FS Precepts Addressed: 

/ Job Information 

/ Operational Effectiveness 
/ Management of Resources 











Audience: 

This course ts required for all Foreign Service 
Officers assigned to Public Diplomacy 
positions overseas who will be involved in 
the grants process as well as those that must 
meet the mandatory twenty-four hour 
training requirement for eligibility for a 
Grants Officer warrant. It is highly 
recommended for Administrative-coned 
officers, since they must often work closely 
with Public Diplomacy officers on the 
implementation and processing of grants 
and cooperative agreements. 
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PUBLIC 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 4:30 p.m. 

Dates: 

Begin End Length Section 
FY 03 

1204021202 3 days) = OD 
OV0703 OMRN3 3days ON 
072303 O73003 3days (000 
(0203 OAAN3 3days (O04 
FY O04 

11903) =611R2IN3) = days) = OI 


Minimum/Maximum: |(0/24 


Tuition: $850 


NEW TRENDS IN 
PUBLIC DIPLOMACY 
Course Code PY 230 


This course is a graduate-level seminar in 
the theory and practice of Public Diplomacy 
designed to give senior and mid-level 
employees a broad-based philosophical 
overview of the evolving role of Public 
Diplomacy. Through a series of interactive 
lectures and workshops, this course will 
offer both a contemporary and a conceptual 
view of Public Diplomacy as it influences— 
and is influenced by—foreign audiences, 
along with a look at how information 
technology is fundamentally changing the 
conduct of both public and traditional 


diplomacy. 





OPM Competencies Addressed: 
/ Continual Learning 
/ Technology Management 








= 








UDIPLOMACY 














| ] 
FS Precepts Addressed: 
/ Job Information 
/ Technical Skills 

Audience: 


Primary audience: Semor and Mid-Level 
Officers in the Public Diplomacy cone. 
Secondary audience: Senior and Mid-Level 
Foreign Service and Civil Service employees 
from the Department of State and other 
agencies. 


Prerequisite: 

None. 

Schedule: 

9:00 a.m. to 4:30 p.m. 

Dates: 

Begin End Length Section 
FY 03 

O83 OG/1IN3 3days ODI 
O80403 O80603 3days (0M 


Minimum/Maximum: | (24 


— "Juition: $850 
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FACING THE CAMERAS 
Course Code PY 240 


This course, for semor State Department 
officials, will: enhance their abilities to 
communicate effectively on camera, improve 
their speaking skills: and help them project 
a confident, persuasive image in interviews 
with the print and electronic media 


Participants learn to 

¢ Speak dynamically on camera and before 
the members of the press without reading 
from a prepared text 

© Interact confidently with representatives 
of both print and electronic media 

¢ Learn the rules of engagement with the 

press, how to answer tough questions, 

and how to maintain composure in 

stressful media situations 

Formulate quotable statements and 

effective sound bites for TV and radio 

interviews and news conferences 


OPM Competencies Addressed: 


— ov Oral Communication 


FS Precepts Addressed 


/ Oral Communication 


Audience: 


Limited to senior State Department officials 


Prerequisite: 
None 


Schedule: 


This one-day course 1s offered on request 
Minimum/Maximum: |/5 
Tuition: $910 
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PUBLIC DIPLOMACY BASICS 
Course Code PY 113 


This course ts designed for Jumor Officers 

who are not enrolled in the three-week Public 

Diplomacy Tradecraft Course. lt should 

normally be taken following jumor officer 

training and pnor to an officer's first overseas 

assignment. It is designed to give new 

Foreign Service officers an understanding 

of public diplomacy ‘s role in the successfui 

implementation of U.S. foreign policy 

objectives and how public diplomacy affect. 

their work overseas and in Washington 

Participants will 

¢ Understand the rationale behind the 
practice of public diplomacy and basic 
public diplomacy concepts 

* Recognize how public diplomacy ts 
relevant to their own roles and 
responsibilities 

* Develop basic public diplomacy skills 
appropriate to their assignments 

* Be able to apply those concepts and skills 
to their work in Overseas missions and in 
Washington 


OPM Competencies Addressed: 


/ Continual Learning 
/ Technology Management 


FS Precepts Addressed: 

| f Job Information 

of Institutional Knowledge 

| a Information ¢ sathering and Analysis 





Audience: 

The course is recommended for junior 
officers. Note: This course is NOT intended 
to be a substitute for the three-week Public 
Diplomacy Tradecraft Course. Any officer 
serving for the first time in a Public 
Diplomacy position should still take the full, 
three-week Tradecraft Course 


Prerequisite: 
None 











PUBLIK 


Schedule: 
9(Dam.to4 Wp m 


Dates: 

Begin End 
FY OS 

1W21AP 12 MO2 3 days OOD! 
(more course offerings will be added for 
FY 03) 


Length Section 


Minimum/Maximum: |(/%) 
Tuition: $&S0 


Digtehine 


FSN PUBLIC DIPLOMACY 
TRAINING 


All Public Diplomacy FSNs receive. as part 
of their training, onentation to U.S. cultural 
values, society, and government, as well as 
an onentation to the Department of State, 
including relevant geographic and 
functional bureaus. Outside of Washington 
each group has professional programming 
similar to an International Visitor Program 


FSN EXCHANGES 
PROGRAM 
Course Code PY 204 


This course ts designed to increase 
participants’ understanding of Public 
Diplomacy exchange programs through 
discussions with key officers involved and 
direct exposure to the process. The training 
will include sessions with the International 
Visitor and Academic Exchange program 
offices and their related programming 
agencies, the Office of Citizen Exchanges, 
as well as IIP geographic and thematic 
offices. Trainees will have a professional 
International Visitor type program in two U.S. 
cities outside of Washington. They will also 
attend the National Council for International 
Visitors conference 


Audience: 

Foreign Service Nationals serving overseas 
in Public Diplomacy functions who work 
with Public Diplomacy Exchange Programs 


Prerequisite: 
None 


Schedule: 
9:00 a.m. to 5:00 p.m 
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r BLE 


wig tehinle 





Dates: 
Begin End Length Section 
FY 03 
OVI 032003 3weeks ODI 


Minimum/Maximum: | (25 
Tuition: $9.660 


FSN CURRENT ISSUES 
PROGRAM 
Course Cade PY 205 


This course is designed to uncrease FSNs’ 
understanding of contemporary “big 
picture” issues through direct contact with 
American institutions involved in foreign 
policy analysts and formulation. Trainees will 
have discussions with a vanety of Amencan 
experts, both USG and non-USG, on key 
topics of critical interest to current American 
foreign policy. They will visit two additional 
U.S. cities for professional programming 
during the third week of the program to learn 
more about how foreign policy issues are 
viewed from regional perspectives. 


Audience: 

Senior Public Diplomacy FSNs, PD FSNs 
working on speaker programs, and other 
Public Diplomacy FSNs who would benefit 
from analysis of the critical issues of current 
importance to the conduct of American 
foreign policy 


Prerequisite: 


None 


Schedule: 
9:00 a.m. to S$:00 p.m 


Schedule of Courses 
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Dates: 
Begin End Length Section 
FY OS 
W103 OMS = 3 weeks $6 


Minimum/Maximum: | (0/25 


Tuition: $9,600 


FSN INFORMATION RESOURCE 
CENTER PROGRAM 
Course Code PY 206 


This course is for Information Resource 
Center staff. It 1s designed to increase 
understanding of the United Staies, its 
culture and its institutions, and the public 
policy issues on which IRC staffers provide 
research and outreach services. This 
program aims to increase knowledge of 
content and skills in the use of U.S 
government and commercial electronic 
information resources. Part of the training 
will be at a graduate school of library science, 
and participants will attend the Special 
Libranes Association Annual Conference 


Audience: 
Public Diplomacy FSNs working in 
Information Resource Centers 


Prerequisite: 

None 

Schedule: 

9:00 a.m. to 5:00 p.m 


Dates: 
Begin 
FY 03 
05/17/03 


End Length Section 


OVWIVOS Jweeks (UDI 
Minimum/Maximum: 10/25 


Tuition: $9,600 











FSN INFORMATION, MEDIA 
PROGRAM 
Course Code PY 207 


This course is designed to increase 
participants’ understanding of current press 
and media work in the Department of State. 
new trends in the practice of American 
journalism, and contemporary American 
views on political, social, and cultural issues. 
Participants will receive practical training to 
sharpen their skills in dealing with the press 
During the third week of the program the 
group will travel to two additional US. cities 
where they will visit a major newspaper, a 
school of journalism, and meet representatives 
of state and local government and NGOs in 
order to better understand the diversity of 
domestic views 


Audience: 
Public Diplomacy FSNs working in the 
information section on media relations 


Prerequisite: 


None 


Schedule: 
9:00 a.m. to 5:00 p.m 


Dates: 

Begin End 
FY} 
11A2A2 =e: 124AN2 
Minimum/Maximum: | (V0) 


Tuition: $9,600 


Length Section 


Sweeks (ODI 


FSN ONLINE WRITING LAB 
(OWL) 
Course Cades PY210D, PY211D, PY212D 


These highly popular writing courses for the 
Department's Foreign Service National staff 
include intermediate and advanced wnting 
courses that focus on grammar and 
vocabulary, as well as advanced writing 
courses that target writing and vocabulary 
development through learning about US. 
society and culture. OWL courses give FSN 
employees an opportunity to work at their 
desks on personalized lessons reflecting 
authentic writing requirements. Each course 
runs from two to three months in duration. 
The lessons require four to five hours of 
work per week, with at least one hour per 
week of the employee's time during work 
hours. These courses are conducted by 
e-mail. Internet access is not required. 


All Embassy sections have the opportunity 
to nominate OWL participants in response 
to a cable sol ‘tation which is usually sent 

out in late summer. More than 350 slots will 
be open to PSN trainees in FY -03. The Public 
Diplomacy training division will make final 
selections based on a balance of geographic 
and functional criteria. 


Audience: 

The OWL course is open to all Department 
of State non-native-English-speaking FSNs 
desiring to improve their writing skills, as 
follows: 


PY 210D, an intermediate writing course, is 
for FSNs whose reading and writing ability 
is between FSI 1+ and 2. 


PY211D, a high intermediate/advanced 
writing course, is for FSNs whose reading 
and writing ability is between FSI 2 and 2+ 


PY212D, an advanced/American Studies 
writing course, is for FSNs whose reading 
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and writing ability ts between FSI 2+ and 3. 
or hugher 


Prerequisite: 


None 

Schedule: 

Courses generally begin in late October/early 
November and run for a year. Schedule ts 
announced via worldwide cable to all posts 
Minimum/Maximum: 10/25 (cach course) 


Tuition: $450 
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FSN WEB-BASED 
ENGLISH LANGUAGE TRAINING 


NOTE: FSI Public Diplomacy Traming 
Division offers Internet and Intranct-based 
independent English language study to all 
FSNs, through the “Grammar Lessons on 
the Web (GLOW)" web site. No permission, 
nomination, or enrollment procedure is 
required for any FSN to access the W 
self-graded grammar lessons on the 
OpenNet (DOS “Intranet”) at hitp,// 
{siweb.fsi state gov/spas/pdi/glow/ or on 
the Internet at hitp.//www tillyer.nev/glow, 








RETIREMENT PLANNING 
SEMINAR 
Course Cade RV 101 


Thes semunar offers usctul wnformation for 
life after reterement. Laperts on v anos fickds 
will discuss financial and estate planning. 
tak msues, sactal security, annuriics, and 
health and well being. The Financial 
Management and Estate Planning Seminar 
(R103) and the Annuities, Benefits and Social 
Securnty Semunar (RV104) are embedded 
im the Retirement Planning Seminar 
Concurrent regmiration ts not required 


Prerequisite 


None 


Audience: 

Department of State employees who are 
withen five years of reurement chgrbility, thew 
spouses, and other U.S. Government 
employees and then spouses 


Schedule: 

The Shultz Center, Arlington, Virgima 
9am wo400pm 

Registration starts at 8:15 am. every day 


Dates: 





Begin 

rYO 

i MOun 
(SAN 
(M/2OA)4 
(WWI TANS 
(NP9ANW 
(yA 
ryt 

|} 2ARAW 
(2/2446 
(MOTAM 
(wiv 
(WN7AM 
(W/2RAM 


End 


| JAWMA2 
(12/2RADS 
(SAI2A3 
(v0) 
(WRADIADS 
1AM 


| AKAN 
(2/2746 
(M/A 
OW IMM 
7/4 
1vOLAM 


Length 


4 days 
4 days 
4 days 
4 days 
4 days 
4 days 


4 days 
4 days 
4 days 
4 days 
4 days 
4 days 


Section 


an! 
Tite 
on 
(tis 
ons 
Tito 


(rE)! 
(EP 
(rey 
(iM 
iis) 
(in 


Registration: 

Send a DS-755 of a SF-182 to the PSI Office 
of the Regmtrar Regmtraon deadlene 1s two 
(2) weeks before the beginning of the 
seminar Spouses are required to regrster 


Tuition $540 


JOB SEARCH PROGRAM 
Course Cade RV 102 


This program helps participants acquire the 
sk. Ths and know ledge needed to he successful 
m a jyob search through an intensive learning 
expenence of individual/group trang and 
counseling. lt offers a wide vanety of outside 
speakers and other activities to and m the 
decrseons of what to do after retirement and 
how to go about finding a job. The course 
emphasizes skill assessment, resume 
preparation, interviewing techniques, and 
networking 


Prerequisite: 
Retirement Planning Seminar (RV 101) 


Audience: 

borergn Service and Civil Service employees 
who are retiring or being involuntary 
separated (other than for cause) 


Schedule: 

Length of the program vanes from one to 
two months depending on classification and 
agency. One-month workshop for all 
participants. Remainder of time spent in 
indivedual pob search 


Dates: 
Begin band 
rYo! 

OMIM 
(RAMA) 


Length Section 


O40 
(as 


an 
an 


2 months 
2 months 
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Begin End Length Sechon 
PY 

ns) «= iOS ol month OD! 
Ov O40 2month 0002 
m4 (KM l2months dn 


Minimum Maximum: ¥¥ | (1) 


Registration: . 

Send a DS. 755 of a SF-182 to the FSI Office 
of the Regrstrar Registration deadline 1s three 
(3) weeks before the beginning of the 


program 
Tuition $4.2) 


FINANCIAL MANAGEMENT AND 
ESTATE PLANNING SEMINAR 
Course Cade RV 103 


This one-day semenar is intended to assist 
personne! who are mn mid-career. lt provides 
basi knowledge of financial management 
and estate planning Participants learn about 
gathering data, setting goals, choosing 
strategies. designing a portfoho, choosing 
investments, monitornng progress. power of 
attorney, living trusts, revocable trusts, 
living wills. and probate 


Prerequisite: 


None 


Audience: 
Employees who want to learn about the nuts 
and bolts of financial and estate planning 


Schedule: 

The Shultz Center. Arlington, Virguma 
91am w400pm 

Registration starts at 8 1S am 
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Dates: 

Begin End Length Secthon 
FYOS 

120A =I 2ANSAD | day On 
OY2703 O7703 | day in 
(SOV OSO0LAS | day Os 
M1903 OGVIVNS Iday GM 
OAN08 O13 1 day 000s 
FYO4 

2S = NOAA 1 day Oop! 
\AMAS = 1 AAS 1 day (in 
ins 022s 1 day O08 
M294 =6—(0A294M | day Os 
OWI =OITAM 1 day 000s 
(7294 O7/29A4 | day 0006 
oye OOM 1 day on 


MinmumMaximum: | 


Registration: 

Send a DS-755 of a SF-182 to the PSI Office 
of the Registrar, Registration deadline 1s two 
(2) weeks before the beginning of the 
seminar 


Tuition: $110 


ANNUITIES, BENEFITS AND 
SOCIAL SECURITY SEMINAR 
Course Cade RV 104 


Thrs seminar ts designed to assist employees 
mm understanding thew federal civil service 
or foreign service annuities and social 
security benefits. Partecrpants learn how to 
estimate thew annuities, bump sum payments. 
Thrift Savings Plan, and Life and Health 
imsurance coverage. They also learn how 
ther Social Security retrrement benefit 1s 
calculated, how the Pension Offset and the 
Windfall Elimination Provision affect thei 
benefits, and how work after retirement may 
affect thew Social Security benefits 


Prerequisite: 


None 











RETIREMENT 


Audience: 
Employees who want to learn how their 
benefits are computed 


Schedule: 
The Shultz Center, Arlington, Virginia 
900 am. to4:00p.m 


Registration starts at 8:15 a.m 


Dates: 
Begin 
FY 03 

| 2A4AN2 
02/26/03 
430/03 
06/18/03 
07/0003 
FYO4 
1QVO1/03 
120M 
(12/2SAM4 
OA/2RM4 
0/16/04 
07/2244 
(A/29/4 


End 


| AMA 
02/26/03 
O430/05 
Oy 18/03 
O7R003 


bol 
12OMO3 
02/2544 
(4/28/04 
O6/ 16/04 
07/2844 
(8/29/04 


Length 


| day 
| day 
| day 
| day 
| day 


| day 
| day 
| day 
| day 
| day 
| day 
| day 


MinimumMaximum: | 0) 
Registration: 


Send a DS-755 or a SF-182 to the FS! Office 
of the Registrar, Registration deadline 1s two 
(2) weeks before the beginning of the 


seminar 


Tuition: $110 
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SECURITY 


SECURITY OVERSEAS SEMINAR 
(SOS) 

Course Code MQ91 1 

For information call (703) 302-7269 or 


e-mail at FSISOS@ state.gov. 


All employees and family members need 
to know how to adapt to a dangerous 
world. This course brings together 
security experts to give guidance on 
personal preparations. 


Participants learn: 

* To identify safety and security issues 
facing employees and family members 
overseas. 

* To identify safety and security 
contingency planning activities. 

* To identify ways to utilize safety and 
security personnel and other resources 
appropriately 


Audience: 

Mandatory for foreign affairs agency 
personne! prior to the first overseas 
assignment; highly recommended for 
spouses and other USG employees. These 
are adult sessions not designed for children 


Schedule: 

9:00 a.m. to 4:00 p.m., weekdays. 

See Youth SOS (MQ914) for information 
concerning concurrent offerings. 





Begin End Length Section 
06/2303 06/2473 22days WI13 
O7/14003 = O7/1SA3 = 2days Ol4 
0772803 O772903 22days WIS 
08/1103 08/1203 2days ODI6 
08/25/03 «(08/26/03 2days O17 
O9/1S/03 = O9/16/03 2 days OOIS 








Dates: 

Begin End Length Section 
FY 03 

107/02 1OVORAN2s 2 days)=—s OD 
12102 102202 =a days) = OOM 
1W/iM02 611/192 = 2days OB 
120202 120302 2days 0004 
010603 010703 2days 0005 
020303 020403 2days 0006 
OW0W3 OMS 2days O07 
03/2403 03/2503 2days 0008 
O407/03 ORS 2days OO 
OS/0S03 O5SG03 2days MIO 
OS19003 8 =6OS20/03 2days (Oil 
0609/03 O6/1003 2days O12 


Minimum/Maximum: |(/ 150 


Tuition: $350 per non-State Department 
employee or unaccompanied family member. 
Eligible Famuly Members of an enrolled USG 
employee may attend at no charge. 


SECURITY OVERSEAS SEMINAR, 
ADVANCED (ASOS) 

Course Code MQ912 

For information call (703) 302-7269 or 


e-mail at FSISOS@ state.gov. 


The advanced security course utilizes the 
experience of veteran employees to provide 
a focused update of security skills. It is 
offered only to those who have taken the 
two-day Security Overseas Seminar. 


Participants learn: 

* To identify new safety and security issues 
facing employees and family members 
overseas 

* To discuss safety and 
contingency plans. 

* Ways to utilize safety and security 
personnel and other resources available 
to members of the foreign affairs 
community. 


Audience: 

Fulfills mandatory requirement for foreign 
affairs agency personnel to take the SOS 
program every five years; highly 
recommended for spouses and other USG 
employees. These are adult sessions not 
designed for children 


security 


Prerequisite: 
Security Overseas Seminar (MQ911) 
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SECURITY 


Schedule: 


9:00 a.m. to 4:00 p.m., weekdays. 


See Youth SOS (MQ914) for information 
concerning concurrent offerings 


Dates: 

Begin End Length Section 
FY 03 

1/2902 «10/292 _~—s I day O00! 
11/2602 =: 11/26/02 | day O02 
IWIWO2 = =12/1002 | day 0003 
OV/14003 =—-O1/14/08 | day 0004 
02/2503 =02/25/03 | day O005 
O¥V1I103 = O13 | day 0006 
OV1803 03/18/03 | day 0007 
04/2203 042203 Iday 008 
05/13/03 = 0S/13/03 | day 0009 
06/03/03 = 06/03/03 | day OD10 
07/08/03 07/08/03 | day O01! 
07/2203 07/2203 | day O12 
019/03 08/1903 Iday 0013 
09/2¥03 = 09/2303 1 day OD14 


Minimum/Maximum: |(0/160 





SECURITY OVERSEAS SEMINAR, 
YOUTH (YSOS) 

Course Code MQ914 

For information call (703) 302-7269 or 


e-mail at FSISOS@ state.gov. 


In this one-day course Foreign Service family 
members in grades two through twelve will 
explore safety and security threats they 
might face in an overseas environment and 
identify resources to protect themselves. 


Participants: 

* Identify security resources. 

¢ Apply general security rules to overseas 
life. 


Audience: 
Foreign Service family members in grades 
two through twelve. Classes are divided by 
age group. 


Schedule: 

9:00 a.m. to 4:00 p.m., weekdays. 

Offered concurrently with Security Overseas 
Seminar (MQ911) or Security Overseas 
Seminar, Advanced (ASOS) (MQ91 2). 





Tuition: $170 per non-State Department 
employee or unaccompanied family member. 
Eligible Family Members of an enrolled USG 
employee may attend at no charge. 


Dates: 

Begin End Length Section 
FY 03 

02/22/03* 02/22/03 1 day 0001 
06/10/03 = 06/10/03 | day 0002 
06/24/03 06/24/03 | day 0003 
07/08/03 = 07/08/03 | day 0004 
O7/1SA3 = O7/1SA03 | day 0005 
0772203 07/22/03 | day 0006 
07/2903 07/29/03 | day 0007 
08/12/03 = =08/12/03 | day 0008 


*Saturday courses for grades 6-12 only; 
offered for those who are scheduled for 
departure prior to summer sessions. 


Minimum/Maximum: 5/75 


Tuition: No charge for student whose 
parent is attending Security Overseas 
Seminar (MQ911) or Security Overseas 
Seminar, Advanced (MQ91 2) as an employee. 
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SECURITY 


SECURITY OVERSEAS SEMINAR 
FOR TEMPORARY DUTY 
PERSONNEL (TDY SOS) 

Course Code MQ913 

For information call (703) 302-7269 or 
e-mail at FSISOS@ state.gov. 


Employees new to international business 
travel learn vital information about personal 
security, terrorism, surveillance, and other 
security concems. 


Audience: 

Employees from al’ USG agencies who travel 
abroad on TDY status. These are adult 
sessions not designed for children 


Schedule: 


9:00 a.m. to 4:00 p.m., weekdays 


Dates: 
Begin 
FY 03 
1(W07A02 
10/21/02 
| 2A)2A)2 
OL0G/03 
024003 
OMOMO3 
04/07/03 
OS/0S/03 
06/09/03 
06/203 
07/14/03 
07/28/03 
08/1 1/03 
08/25/03 
09/14/03 


End 


10V07/02 
10721402 
1 2A02A02 
O1/06/03 
02/003 
OMOM03 
04/07/03 
OS/0S/03 
06/08/03 
06/23/03 
O7/14A03 
07/28/03 
08/11/03 
OR/2SA03 
09/14/03 


Tuition: $170 


Length 


Section 


OOD! 
0002 
0003 
O04 
0005 
0006 
0007 
0008 
0008 
OD10 
O11 
O12 
O13 
(O14 
ODS 


FIRE SAFETY 
Course Code MQ920 


Building on fire safety lessons learned in 
Security Overseas Seminar (MQ911) and 
Advanced Security Overseas Seminar 
(MQ91 2), this self-study course delivers fire 
safety tips, resources, and regulations 
directly to your desktop PC via an interactive 
multimedia program on CD-ROM 


Participants learn: 

* Physiological and psychological reactions 
to fire and smoke 

* Common causes of overseas fires 

* How to use a fire extinguisher. 

* Tips for home, office and hotel fire safety. 

¢ Departmental regulations and resources 


This course is available on InfoLearn CD- 
ROM, part of the InfoExpress series that is 
distributed quarterly to all posts. See your 
Systems Administrator if you do not have a 
copy of /nfoLearn. Instructions to access 
the course are included on the CD-ROM 


Audience: 

USG employees and Eligible Adult Family 
Members. Also suitable for Foreign Service 
National employee training. 


Schedule: 

Using the CD-ROM, students may take the 
course at post at their convenience. See 
post-administrative officer, information 
management officer, or POSHO for access 
to the CD-ROM. Upon successful 
completion of the course, students must 
follow directions included in the module for 
submission of the certificate to receive credit 
for the course 


Tuition: No charge 
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SELF-STUDY - TRADITIONAIT 


MULTIMEDIA SELF-STUDY 
LANGUAGE PROGRAM 
Course Code L_920 


Multimedia Self-Study provides individuals 
with access to study materials in a given 
language, including videotapes, videodiscs, 
multimedia instructional programs, and other 
learning resources. FSI's Multimedia and 
Library Services staff provides technical 


support 


Please contact the Office of Multimedia and 
Library Services at (703) 302-7153 regarding 
current materials availability in the 
Multimedia Center. The range of resources 
varies considerably from language to 
language 


Multimedia Self-Study involves no teacher 
contact. If you wish to have the assistance 
of a language teacher during your self-study 
program, please consult with the School of 
Language Studies about the possibility of 
tutorial guidance (see the Language Studies 
section of this catalog) 


Audience: 

Government employees in the Washington 
Metropolitan Area who have a job-related 
need to learn or refresh foreign language 
skills, but who cannot attend regular 
meetings with FSI instructional personnel 
A DS-755 is required 


Prerequisite: 
Nx me 


Dates: 
Ongoing 


Tuition: $5S/week 


SELF-STUDY 
LANGUAGE PROGRAM 
Course Code L_ 930 


This program provides self-study language 
instruction in selected languages based on 
textbooks and audiotapes that are or have 
been used in FSI classes. Although the 
materials provided by FSI are designed for 
classroom use, they may benefit the 
motivated self-study student. Potential 
students are encouraged to contact the 
appropriate Language Training Supervisor 
for advice regarding text selection. Available 
languages include Amharic, Arabic, 
Azerbaijani, Bengali, Bosnian, Bulgarian, 
Burinese, Cambodian (Khmer), Cantonese 
Chinese, Mandarin Chinese, Chinyanja, 
Croatian, Czech, Dan, Finnish, French, Fula, 
German, Greek, Hausa, Hebrew, Hungarian, 
Igbo, Indonesian, Italian, Japanese, Kirundi, 
Kituba, Korean, Lao, Lingala, Luganda, 
More, Polish, Portuguese, Russian, Serbian, 
Shona, Slovak, Spanish, Swahili, Swedish, 
Thai, Turkish, Twi, Ukrainian, Urdu, Uzbek, 
Vietnamese and Yoruba. Please call the 
Office of Multimedia and Library Services 
(703) 302-7153 to inquire about obtaining 
materials 


Registered students receive a copy of the 
foreign language textbook and are 
authorized to copy the audiotapes 
corresponding to the textbook in the FSI 
cassette duplication facility. (Registrants 
provide their own blank audiotapes. ) 


Audience: 

Only government employees in the 
Washington Metropolitan Area who have a 
job-related need to learn or refresh foreign 
language skills are eligible for this 
program. Government employees overseas 
should refer to their Post Language Program 
A DS-755 is required to register for this 
course 
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SELF-STUDY - TRADITIONAI 


Prerequisite: 


None 


Schedule: 
One language per 90-day period 


Dates: 
Ongoing 


Tuition: $110 


HOW TO BEA 
CERTIFYING OFFICER 
Course Code PA291 


This correspondence course ts a primer for 
the person serving as a Certifying or 
Alternate Certifying Officer at post 


Participants learn to 

* Apply financial regulations to the work of 
certifying payments from official funds. 

¢ Describe the nature of personal financial 
liability associated with the certifying 
function 

* Review and approve for payment various 
financial documents 

* Read and interpret fiscal data (strip codes). 

* Recognize how and when to challenge the 
validity of questionable vouchers 


Audience: 

American direct-hire personnel performing 
C-ctitying Officer or Alternate Certifying 
©: er duties at overseas posts. It is 
¢>pccially recommended for any employee 
who will serve as Alternate Certifying Officer, 
but who does not have a background in 
financial management work 


Prerequisite: 
Ability to read and write English 


304. Schedule of Courses 


Schedule: 

Students have sixty (60) days from receipt 
of course materials to complete the course 
work and return the materials to FSI for 
grading 


Tuition: $140 


HOW TO BE A CONTRACTING 
OFFICER REPRESENTATIVE 
Course code PA130 


This course provides an overview of the 
responsibilities and duties of a COR. This 
course is an excellent alternative for those 
students who cannot attend classroom COR 
Traiming (Contracting Officer Representative 
(Pre-Award) (PA174) and Contracting Officer 
Representative (Post-Award) (PA175)). 
Students must complete a final examination 
in order to receive credit for this course 


Participants learn to 

¢ Describe the duties and limits of zuthority 
of aCOR. 

* Develop a statement of work. 

* Oversee contractor performance. 

* Identify what is a contract change 

* Describe the standards of conduct for a 
COR. 


Audience: 

Especially designed for employees 
designated as a Contracting Officer's 
Representative and/or assigned to oversee 
contractor performance 


Prerequisite: | 
Ability to read and write English 


Schedule: 

Students have sixty (60) days from receipt 
of course materials to complete the course 
work and return materials to the FSI for 
grading 


Tuition: $140 








SELF-STUDY - TRADITIONAI 


HOW TO WRITE 
A STATEMENT OF WORK 
Course Code PA134 


This course ts an excellent primer on how to 
develop and write a statement of work for a 
contract or purchase order. There is no final 
exam. 


Participants learn to: 

* Describe the contracting process. 

* Distinguish between writing speci- 
fications and writing a statement of work 

¢ Prepare a proper statement of work 


Audience: 
Anyone who needs to write a statement of 
work 


Prerequisite: 
Ability to read and write English 


Tuition: $140 


INTRODUCTION TO 
SIMPLIFIED ACQUISITIONS 
AND REQUISITIONS OVERSEAS 
Course Code PA222 


This correspondence course is an intensive 
introduction to the basic rules and 
procedures for making simplified 
acquisitions. The course contains a variety 
of practical exercises, quizzes, and a final 
exam that is scored by FSI. To facilitate the 
learning process, the course requires 
substantial ipvolvement by the employee's 
supervisor by way o/ discussion sessions 
and coursework reviews 


Participants learn to 
* Prepare requisitions, delivery orders, 
blanket purchase agreements, purchase 


orders, and shipping instructions 
according to Department guidance. 
Develop procurement plans consistent 
with post's budget and ICASS 
performance standards. 


Audience: 

The primary target audience for this course 
is locally engaged staff overseas who have 
procurement responsibilities in their work 
requirements. Note: the material in this 
correspondence course essentially 


duplicates that of the first week of the four- 
week acquisitions module of the General 
Services Operations course (PA221) at FSI. 


Prerequisite: 
Ability to read and write English. In addition, 


students will need ready access to the basic 
forms, regulations, catalogs, and other 
resources used by a typical GSO 
procurement unit overseas. Computer 
access with Intranet and Internet 
connectivity is strongly recommended, as it 
will enable the student to more easily obtain 
important regulatory and product 
information from several key U.S. 
government acquisitions websites. 


Schedule: 

Students have ninety (90) days from receipt 
of course materials to complete the course 
work and return the final exam to the FSI for 
grading 


Tuition: $140 





Schedule of Courses 305 





SELF-STUDY 


MANAGEMENT CONTROLS 
WORKBOOK 
Course Code PA164 


This correspondence course provides an 
overview of management controls including 
the legislative and regulatory basis for them, 
standards and techniques tor identifying 
vulnerabilities in an office, and a detailed 
explanation of how to perform a 
management controls review. Included in the 
workbook are checklists, examples to follow, 
reproducible forms masters, and detailed 
step-by-step instructions. Students 
complete a final examination in order to 
receive credit for this course 


Participants learn to 

* Define management controls 

* Identify management controls weaknesses 
* Structure a management controls review 
¢ Develop a corrective action plan 


Audience: 
Course 1s designed tor both American and 
FSN supervisors and managers 


Prerequisite: 
Ability to read and write English at the 4/3 
level 


Schedule: 

Students have sixty (60) days from receipt 
of course materials to complete the course 
work and return the materials to the FSI for 
grading 


Tuition: $1! 40 


TRAINING FOR OVERSEAS 
CASHIERS 

(CD-ROM VERSION) 
Course Code PA295 

See Distance Learning 
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IRADITIONAT 


TRAINING FOR OVERSEAS 
CASHIER SUPERVISORS 
Course Code PA294 


This course is designed for American and 
FSN cashier supervisors at Foreign Service 
posts abroad. It addresses the legal 
responsibilities of both the cashier and the 
cashier's supervisor, including the latter's 
oversight of the cashier function. Lessons 
consist of readings and exercises followed 
by a simulated cashier reconciliation and a 
final exam 


Participants learn to 

* Identify the duties and responsibilities of 
the Class B Cashier 

* Implement management controls 

* Monitor and support cashier operations 

¢ Conduct cash verifications 


Audience: 

Personnel assigned to supervise one or more 
Class B Cashiers at Foreign Service posts 
overseas 


Prerequisite: 
Ability to read and write English 


Schedule 

Students have sixty (60) days from receipt 
of course materials to complete the course 
work and return the materials to the FSI for 
grading 


Tuition: $140 








SELF-STUDY - TRADITIONAIT 


TRAINING FOR OVERSEAS 
VOUCHER EXAMINERS 
Course Code PA200 


This correspondence course is a basic 
overview of the procedures and regulations 
governing voucher examination. Lessons 
include proper voucher preparation and 
review, and using regulations and 
management controls. Most vouchers 
common to the job are presented in the 
course. The course contains checklists, 
exercises, and a final exam 


Participants learn to 
Review and process vouchers for 
certification 
Read and interpret fiscal data 
Recognize common mistakes in financial 
documents 
Describe the process for certifying 
payments 


Audience: 

Personnel performing voucher preparation 
and audit functions at Foreign Service posts 
overseas 


Prerequisite: 
Ability to read and write English 


Schedule 

Students have sixty (60) davs from receipt 
of course materials to complete the course 
work and return the materials to the FSI for 
grading 


Tuition: $140 


IMMIGRATION LAW AND 
VISA OPERATIONS 
Course Code PC 102 


See Distance Learning 


NATIONALITY LAW AND 
CONSULAR PROCEDURES 
Course Code PC 103 


See Distance Learning 


OVERSEAS 
CITIZENS SERVICES 
Course Code PC 104 


See Distance Learning 


PASSPORT EXAMINERS 
CORRESPONDENCE COURSE 
Course Code PC 110 

See Distance Learning 
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BASIC FACILITATION AND 
DELIVERY SKILLS WORKSHOP 
Course Code PD $13 


This three-day “hands-on” course is 
imtended for new mstructors. Each skill is 
taught and followed by participants’ 
practice, video playback, and critique. Adult 
Learning Theory principles are taught and 
apphed throughout the course 


Participants learn to 

* Use techmaues for becoming comfortable 
in fromt of an audience 

¢ Facilitate group discussions 


* Implement expenential learning activities 
. entennanthtentenntataemmmntaaniett 


— see 


_ OPM Competencies Addressed: 
_ ¢ Creativity and Innovation 

/ Continual Learning 
| ¢ Oral Communication 





FS Precepts Addressed: 
/ Active Learning 
_ ¢ Oral Communication 


Audience: 
Trasmers and traning program administrators 
of the Department of State and other 
agencies. Appropriate for Foreign Service 
Nationals 


Individuals must be currently traming or 
immediately preparing to train others 


Schedule: 

90am. w400pm 

Offered six times a year or by special request 
from an office or bureau 


Begin 

FYO3 

1MO2AN2 
02/2603 
OM0SA03 
05/14/03 
ORNS 
9/1003 


End 


10M 
(12/28A)3 
OMITAN3 
OS 1603 
OR/ORADS 
(9/1 2403 


Length 


3 days 
3 days 
3 days 
3 days 
3 days 
3 days 





Minimum Maximum: $5 
Tuition: $| 890 


TRAINING DESIGN 
WORKSHOP 
Course Code PD 512 


This three-day course covers the 
components of a quality design and how 
learning activities are structured and 
sequenced to achieve desired training 
outcomes 


vusengan learn to 
* Identify and write performance-based 
learning objectives 
Select and organize effective merhods for 
achieving your objectives 
Format and document a design so ' at it 
can be delivered effectively by other 
tramers 


—— = ’ 
OPM 4 Competencies A Addressed: 
/ Continual Learning 
/ Creativity and Innovation 





FS Precepts Addressed: 
| / Active Learning 
| / Innovation 
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Audience: 
This workshop rs for any Department of State 
of government personnel charged with the 
design and delivery of any type of tramming 
program. Appropnate for Forergn Service 
Nationals 


Prerequisite: 
Be prepared to boing a current traning design 
to develop im class 


Schedule: 

91am to4 00pm 

Offered tour times a year, or by special 
request from an office or bureau 


Dates: 
Begin ind 
FY) 

| LAIMA 
12/1RAN 
OLR 
On TRA! 


Length Section 
| LAIRAN2 
| YM 
OV 10403 
On 2044 


4} days (mn) 
4 days (in 
4 days (rns 
+ davs (iin 


MinimumMaximum: » |/ 


Tuition: $1 890 
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VISUAL AID BASICS 
Course Cade PD 520 
See Communwation and Public Speaking 











TRANSTTIONS 


GENERAL 
INFORMATION 


Audience 
US. Government Employees and Eligible 
bFarmly Members 


The Transition Center (TC) provides 
information, trang. counseling, and referral 
services to U.S. Government forengn affairs 
employees and thei families who are 
preparing for an overseas assignment of 
returning to the United States, or who are 
preparing for reterement or separation, other 
than for cause. The Transition Center 
consists of three divisions, the Overseas 
Breting Center (information Center), the 
Traming Divison, and the Career Transiticn 
Center 


The Overseas Briefing Center 
(Information Center) 

The Overseas Briefing Center (Information 
Center) 1s located mm the Old Main Building 
( Buskding E) of the George P. Shultz Natronal 
Forergn Affairs Trasnung Center, Room E2126 
The Information Center ts open on a walk-in 
basis from 8:15 am. to 5:00 p.m. each 
weekday and on selected Saturdays and 
Wednesday evenings. Call (703) 902-7277 
tor a schedule of these dates 


Training Division 


The Trang Division offers a wide range of 
popular programs and special events desagned 
to meet the diverse needs of employees and 
farmly members preparing for an overseas 
assignment of returning to the US 


Registration Information: Non-tuition 
Presentations and Workshops are open to 


all U.S. Government employees and thei 
Eligible Family Members (EFMs). Enroll 
directly by calling the TC at (703) 302-7268 
7209, 7276.08 7277 of FAX (703) 302-7452 oF 
email at FSITCTramuing @ state gov 


Courses: There is no tuition for State 
Department employees or their Eligible 
Family Mc. * ots for TC courses. Employees 
should register through ther training officer 
of personne! techmcian. State EFMs should 
register directly with the TC. Non-State 
empioyees and family members can enroll in 
TC courses by submitting an SF-182, with 
fiscal data and correct billing address, 
through thes training officer to the Registrar 
at the Foreign Service Institute. Early 
registration is requested as courses fill 
quickly. However, from time to time, a course 
may be canceled if advance registration ts 
low. Please register more than two weeks 
before the course start date to ensure 
placement 


Career Transition Center (CTC) 

The CTC conducts two flagship programs 
the Job Search Program USP) (RV 102) and 
the Retirement Planning Seminar (RPS) 
(RV1IO1). In addition, the CTC offers a one 
day Financial Management and Estate 
Planning Seminar (RV 103) and a one-day 
seminar on Annuities, Benefits and Social 
Security (RV 104). The one-day seminars are 
embedded in the Retirement Planning 
Seminar, but may be taken as separate 
courses. RPS participants need not enroll in 
RV 103 and RV 104. For information on these 
courses, please see Retirement 
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TRANSITIONS 


Basic Courses 


COMMUNICATING 

ACROSS CULTURES 

Course Code MQ802 

For information call (703) 302-7268. 


This course gives hands-on experience in 
adjusting to variations in cultural values and 
communication found in overseas life and 
work. 


Note: Especially useful when taken as a 
companion io Realities of Foreign Service 
Life (MQ803) and Explaining America 
(MQ/15). 


Participants learn to: 
Identify key cultural values as well as 
those of others. 
Identify personal reactions to cultural 
differences. 
Identify personal strengths which facilitate 
cross-cultural communication. 
Explore effective strategies for dealing with 
cultural diversity. 


Audience: 

Employees and adult Eligible Family 
Members from all Federal agencies sending 
people overseas. 


Schedule: 
9:00 a.m. to 4:00 p.m. Dates include weekday 
and Saturday offerings. 


Dates: 
Begin End 
FY 03 

11/1SA02 
OMOL03 


Length Section 


11/1SA2 =| day O00! 
OMOIN3 =| day 0002 
05/3103 OS31A3 = | day 0003 
OB/16/03 = OWIG3 =| day 0004 


Minimum/Maximum: */ ¥) 
Tuition: $170 


EXPLAINING AMERICA 
Course Code MQ115 
For information call (703) 302-7268. 


As a companion course to Communicating 
Across Cultures (MQ802), this course 
builds on the theme that by understanding 
oneself one can better understand others 
and their differences. Acquaints 
participants with the major trends in 
American society today based upon an 
understanding of the roots of American 
cultural values. Introduces techniques for 
responding to the “hard questions” about 
American society. 


Participants learn to: 

* Identify and examine their own views and 
opinions of America. 
Analyze and explaining aspects of 
America using an understanding of 
fundamental American values. 
Identify sources for further personal 
studies of America. 
Develop skills to articulate what it means 
to be “American” to another culture. 


Audience: 

Those going overseas who are new to the 
Foreign Service and those who wish to 
enhance skills. 


Schedule: 
9:00 a.m. to 4:00 p.m. Dates include weekday 
and Saturday offerings. 


Dates: 
Begin End 
FY 03 

05/10/03 
OR/08/03 


Length Section 


05/1003 iday O00 
08/08/03 iday OOM 


Minimum/Maximum: 8/24 


Tuition: $170 
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TRANSITIONS 


PROTOCOL AND U.S. 
REPRESENTATION ABROAD 
Course Code MQ116 

For information call (703) 302-7268. 


Participants gain practical information about 
protocol and U.S. representational 
responsibilities pertinent to foreign service 
life. 


Participants learn: 

* To build level of confidence in dealing with 
protocol issues. 

* Rules of protocol. 

* The basic rules for representational 
events. 

* Where to obtain protocol resources for 
further study. 


Audience: 

This course is especially relevant for 
employees and spouses new to or unfamiliar 
with representational responsibilities in the 
Foreign Service 


Schedule: 
9:00 a.m. to 4:30 p.m., Saturday. 


Dates: 


Begin End Length Section 
FY 03 

1026002 126002 ~~ I day O00! 
112302 I12M02 ~~ I day 0002 
02/2203 02/2203 | day 0003 
OV1203 OV1203 = | day 0004 
0621/03 06/21/03 = | day 0005 
O8/2¥03 4 OR/2N03 = | day 0006 
Minimum/Maximum: 8/40 

Tuition: $170 


REALITIES OF 

FOREIGN SERVICE LIFE 

Course Code MQ803 

For information call (703) 302-7268. 


This course is the basis of the continuum of 
training designed to build life skills for adult 
Foreign Service personnel and their family 
members. Participants learn about the 
Foreign Service world and focus on what 
the participant wants to get out of the 
pending assignment. 


Pe nticipants learn: 

¢ Various aspects of the Foreign Service 
lifestyle. 

* To identify resources available. 


Audience: 

Particularly targeted to personnel and 
spouses new to or unfamiliar with USG 
service abroad. 


Note: See also Communicating Across 
Cultures (MQ802), Explaining America 
(MQ/15), and Working in an Embassy 
(PN113) 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates include weekday and Saturday 
offerings 


Dates: 

Begin End Length Section 
FY 03 

11A2A02_——s«NIAN2AN2 si day O00! 
042503 0472503 | day 0002 
06/07/03 06/073 | day 0008 
OR/0203 = =O0RAN2/03 | day 0004 


Minimum/Maximum: 8/24 


Tuition: $170 
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IRANSITTIONS 


FIRE SAFETY 
Course Code MQ920 
See Distance Learning 


SECURITY OVERSEAS SEMINAR 
(SOS) 

Course Code MQ91 I 

See Security 


SECURITY OVERSEAS SEMINAR, 
ADVANCED (ASOS) 

Course Code MQ912 

See Security 


SECURITY OVERSEAS SEMINAR 
FOR TEMPORARY DUTY 
PERSONNEL (TDY SOS) 

Course Code MQ913 

See Security 


SECURITY OVERSEAS SEMINAR, 
YOUTH (YSOS) 
Course Code MQ914 


See Security 


314. Schedule of Courses 





Persona! Planning 
Courses 


EMERGENCY 

MEDICAL CARE 

AND TRAUMA WORKSHOP 
Course Code MQ915 

For information call (703) 302-7268. 


Medical facilities overseas are often limited 
in their ability to respond to emergency 
situations. This hands-on workshop teaches 
emergency medical care techniques. 
Knowledge of basic first-aid techniques is 
helpful, but not required. 


Participants learn: 

* Patient evaluation, medical triage, and 
patient movement. 

* Key items in the standardized Safehaven 
Medical Kit. 


Avatience: 
All foreign affairs agency personnel and 
adult Eligible Family Members. 


Schedule: 

9:00 a.m. to 4:30 p.m., Saturday. 

Except each August the class will be held on 
Wednesday. 


Dates: 

Begin End Length Section 
FY 03 

11602 =10/1602 _~—siI ay 0001 
03/08/03 «860340803 ~—sit: lay 0002 
04/26/03 «04/26/03 _~—siI day 0003 
05/29/03 += 05/28/03 _~—Ss I day 0004 
06/28/03 06/28/03 = | day 0005 
OW/1M03 8608/1303 ~—s I day 0006 


Minimum/Maximum: 8/24 


Tuition: $170 








ik ANSH] 


MONS 





REGULATIONS, ALLOWANCES 
AND FINANCES IN THE FOREIGN 
SERVICE CONTEXT 

Course Code MQ104 

For information call (703) 302-7268. 


Experts from the Department of State and 
other organizations present and discuss 
options available for those going overseas 
and/or planning their future (with special 
emphasis on Eligible Family Members 
(EFMs) and single personnel). 


Participants learn: 

* General aspects of retirement and estate 
planning, savings plans, investments, use 
of power of attorney forms, wills, definition 
of legal residence, and other topics from 
legal and financial experts. 

* Selected State Department policies related 
to allowances, services, and benefits. 

* Where to obtain information to make 
independent decisions in case of an 
cimergency 


Audience: 


All foreign affairs agency personnel and 
their adult Eligible Family Members 


Schedule: 
9:00 a.m. to 4:00 p.m., weekday offernngs 


Dates: 


Begin End Length Section 
FY 03 

120202 120402 3days ODI 
OVS OVIMIS I3days OOM 
042203 042403 S3days (0003 
06/2503 0627/03 3days (00s 


Minimum/Maximum: 8/SO 
Tuition: $520 


Eligible Family Member 
Employment Courses 


ENGLISH TEACHING SEMINAR: 
AN EMPLOYMENT OPTION 
Course Code MQ 107 

For information call (703) 302-7268 


This course provides an introduction and 
overview of materials and methods for 
teaching English as a second or foreign 
language. 


Participants learn: 

¢ Characteristics and benefits of common 
ESL/EFL approaches. 

* Factors which influence language learning 
and identify tools to assess the needs. 

* To examine and identify classroom 
management strategies. 

* The importance of cultural values and 
assumptions, their manifestations in the 
classroom and the need to be sensitive to 
them in lesson planning and facilitation. 

* To identify networking and support for 
teaching English 


Audience: 

All Foreign Service Eligible Family Members 
or employees who are interested in learning 
about the field of teaching English as a 
possible volunteer or employment 
opportunity in Washington or overseas 


Schedule: 

9:00 a.m. to 4:00 p.m., weekdays 

Dates: 

Begin End Length Section 
FY 03 

120S02 i202 days UDI 
O0I03 + O40203 2days OOM 


Minimun/Maximum: %/24 
Tuition: $520 
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TRANSITIONS 


MAKING PRESENTATIONS: 
FROM DESIGN TO DELIVERY 
Course Code MQ111 

For information call (703) 302-7268. 


Participants become familar with elements 
of traning theory and design. Participants 
practice and gain skills in basic training 
techniques including the design and delivery 
of a workshop with particular focus on 
Foreign Service communities 


Participants learn: 

* Various learning styles and their 
relauonship to the expenential learning 
cycle 

* The components of a five-step training 
design model 


Audience: 

Foreign Service spouses or employees 
interested in developing and delivering 
workshops and training sessions in the 
overseas Community or in Washington 


Schedule: 

9:00 a.m. to 4:00 p.m., weekdays 

Dates: 

Begin End Length Section 
FY 03 

1VWI92 «= 1I2IA2 SS days)=s OI 
052003 05/2203 3days OOM 


Minimum/Maximum: 6/24 
Tuition: $520 
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POST OPTIONS FOR 
EMPLOYMENT AND TRAINING 
(POET) 

Course Code MQ703 

For information call (703) 302-7268. 


In this one-day course participants gain 
information to utilize foreign service 
experience in forming a comprehensive 


employment plan. 


Participants learn: 

* To identify and develop various 
employment opportunities and necessary 
training for overseas employment. 

* Todevelop a personal strategy for secking 
paid or unpaid professional opportunities 


overseas. 


Audience: 
Adult Eligible Family Members of foreign 


affairs agency personnel. 


Schedule: 

9:00 a.m. to 4:00 p.m. 

Dates include weekday and Saturday 
offerings 


Dates: 

Begin End Length Section 
FY 03 

12402 «102402 si day TW! 
012503 O1/72503 | day oon 
0V2003 OV2003 =| day 0003 
060503 O6/0SAI3 = | day 0004 


Minimum/Maximum /)4 
Tuition: $170 











TRANSITIONS 


TARGETING THE JOB MARKET 
Course Code MQ704 
For information call (703) 302-7268 


Participants gain information to utilize 
loreign service experience in forming 4 
comprehensive employment plan 


Participants learn 

* To prepare job search support materials 
and documents 
To write an action-oriented sentence 
about expenence which can be used on a 
resume or job application 
To use the Internet as a pob-search tool 
Steps to gain employment with the federal 
government 
To identify local job resources 
lo distinguish among the different types 
of interviews, understand their purposes, 
and develop strategies tor dealing with 
them 
To identify 
techniques 
Ways to use networking as a tool in the 
job search 


successtul interview 


Audience: 
Adult Eligible Family Members of all foreign 
atfairs agency personne! 


Schedule: 
9:00 a.m. to 4:00 p.m., weekdays 


Dates: 
Begin End 
FYOB 

W22A)2 
OW2MO3 
OVIRADS 
OW M3 


Length Section 
W232 
01/24/03 
OVI9ANS 
06/04/03 


2days UDI 
2days Gm 
2 days 0003 
2 days O04 


Minimun’/Maximum: */)4 


Tuition: $350 


Presentations 
and Workshops 


GOING OVERSEAS SERIES 


Separate morning sessions are offered for 
singles and couples without children and 
tambies. Adults and children attend separate 
afternoon courses that deal with the logistics 
of moving overseas. Participants may sign 
up for morning, afternoon, or both sessions 
(703) 302-7268 


GOING OVERSEAS FOR 
SINGLES AND COUPLES 
WITHOUT CHILDREN 

Course Code MQ200 

For information call (703) 302-7268 


This morning workshop gives participants 
an opportunity to discuss the psychological 
process of preparing for an assignment 
abroad. Offered in conjunction with Going 
Overseas Logistics for Adults (MQ220) in 
the afternoon 


Participants learn 

* The four phases of moving 

* Ways to let go of the things they will miss 
and set priorities for saying goodbye 

* The stages of the normal adjustment 
process and how to deal with stress 
encountered 

* Effective communication strategies 


Audience: 

Singles and couples going overseas without 
children. As every move is different, this 
course 1s not limited to those embarking on 
their first overseas assignment 
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Schedule: 
9:00 a.m. to 12:00 p.m., Saturday. 


Dates: 
Begin End 
FYO3 

03/1503 
05/17/03 


Tuition: No charge. 


Length Section 


OV1ISA03 
05/17/03 


“% day (ODI 
“% day Gm 


GOING OVERSEAS 

FOR FAMILIES 

Course Code MQ210 

For information call (703) 302-7268 


Family units (children in grades two through 
twelve) and parents of younger children and/ 
or those leaving children behind discuss the 
psychological process of preparing for an 
assignment abroad. Offered in conjunction 
with Going Overseas Logistics for Adults 
(MQ220) and Going Overseas Logistics for 
Children (MQ230) in the afternoon 


Participants learn 

* To identify individual and family issues 
surrounding the preparation for an 
overseas move 
To develop an individual and family list of 
actions that might ease the process of 
moving 
To identify activities that can enhance the 
adjustment to living overseas 


Audience: 

Famuly units including children in grades two 
through twelve, parents of younger children 
or children who will not be accompanying 
them to post. The course content is not 
designed for children younger than grade two 


Schedule: 
9:00 a.m. to 12°00 p.m., Saturday 


418 Schedule of Courses 


Begin End Length Section 
FY 


OVISO3 = OMISA3 
OS91703 OS/I7A3 


% day O00 
“% dy OOM 


Tuition: No charge 


GOING OVERSEAS - 
LOGISTICS FOR ADULTS 
Course Code MQ220 

For information call (703) 302-7268 


The afternoon session of the Going 
Overseas day covers the “nuts and bolts” 
of planning for the move overseas. Offered 
in coyunction with Going Overseas for 
Singles and Couples Without Children 
(MQ200) and Going Overseas for Families 


(MQ210) 


Participants learn 

* A timeline for moving 

* How to plan for a consumables shipment 

* Various regulations and allowances 
pertinent to the move 


Audience: 
Adults preparing to move overseas 


Schedule: 
6:00 p.m. to 8:30 p.m., Wednesday, or 
1:00 p.m. to 3:30 p.m. Saturday 


Dates: 
Begin End 
FYO3 

02/26/03 
OV1S/A0S 
OS/17/A03 


, ength 


02/26/03 
OVISANS ' 
OS/17A03 


Tuition: No charge 








TRANSETTIONS 


GOING OVERSEAS- 
LOGISTICS FOR CHILDREN 
Course Code MQ230 

For information call (703) 302-7268. 


The afternoon session of the Going 
Overseas day covers the logistics of 
planning for the move overseas with special 
focus on the needs of children. Offered in 
conjunction with Going Overseas for 
Families (MQ210) 


Participants learn 

* What they can do to prepare for the move 
* How to sort their belongings. 

* Normal childhood reactions to moving 


Audience: 

Children in grades two through twelve will 
be divided into age-appropriate sessions 
Children’s parents must be present on the 
Shultz Center campus during the session 


Schedule 


1:00 p.m. to 3:30 p.m., Saturday 


Dates: 
Begin End 
FYO} 

OVISAS 
OS/I7A3 


Length Section 


OVISAS 
OS/17A03 


2%bhrs ODI 
2%bhrs OOM 


Tuition: No charge 


DCM/PRINCIPAL OFFICER 
SPOUSE, THE ROLE OF THE 
Course Code MQ110 

For information call (703) 302-7268 


This presentation runs in conjunction with 
the Deputy Chief of Mission/Principal 
Officer course (PT 102) during the first three 
days of the second week, with separate and 
joint sessions for both employee and 


spouse. Participants obtain information to 
make informed decisions for personal 
growth and public service at their next post. 


Participants learn: 

* Te define personal goals for the upcoming 
tour. 
To clanfy the role the participant is willing 
to assume as the spouse of the Deputy 
Chief of Mission or Principal Officer. 
To clarify values as they relate to the use 
of their time. 
To identify personal strengths and 
interests as they apply to the role as a 
DCM/PO spouse. 
To identify self-management and 
leadership skills useful to the spouse of 
the DCM/PO 


Audience: 

Spouses of employees who are enrolled in 
Deputy Chief of Mission/Principal Officer 
(PT102) or who will be going overseas as 
the spouse of a DCM or Principal Officer 


Schedule: 

9:00a.m. 04:00 p.m 

Subject to scheduling of DCM/Principal 
Officer course 


Dates: 
Begin End 
FY OS 

06/16/03 
O7721003 
OR/11A)3 


Length 


O67 1/03 
077203 
OR/1 03 


3 days 
3 days 
} days 
Minimum/Maximum: */)4 


Tuition: No charge 
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TRANSITIONS ‘ 


DUAL-CULTURE MARRIAGES 
Course Code MQ8S0 
For information call (703) 302-7268. 


The mobile Foreign Service lifestyle 
sometimes includes marnage with a foreign- 
born spouse. Culture shock can be an issue 
to deal with at home as well as at work. This 
course is designed to increase under 
standing of the nchness and complexity of 
dual-culture marnages 


Participants learn 

© To sdentify thei individual cultural values 

* To identify and describe the partner's 
cultural values 

¢ To examine the interplay of cultural 
expectations and values within marnage 

* To identify strategies for building upon 
the cultural diversity 


Audience: 
Employees and spouses who are partners in 
dual-culture marnages 


Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday 

Dates: 

Begin End Length Section 
FY OS 

HW2W2 «11202 602M = (ODI 


Minimum/Maximum: 8/24 


Tuition: Noc harge 
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ENCOURAGING RESILIENCE 
IN THE 

FOREIGN SERVICE CHILD 
Course Code MQS00 

For information call (703) 302-7268 


This workshop defines the characteristics 
of internationally mobile children ond 
examines how frequent relocation and cross- 
cultural expenences may affect them. Parents 
discuss interventions 


Participants learn 

© Characteristics of resihent children 

* Factors affecting Foreign Service children 
* Strategies for parenting 


Audience: 
Adults interested in child development and 
the effects of a mobile childhood 


Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday 

Dates: 

Begin End Length Section 
FY 03 

O03 8 O4/80/03 2%brs ODI 


Minimum/Maximum: */ ¥) 


Tuition: No charge 





TRANSITIONS 


MAINTAINING LONG-DISTANCE 
RELATIONSHIPS 

Course Code MQB80! 

For information call (703) 302-7268 


Many people in the Foreign Service find 
themselves separated from spouses and 
tamily for extended periods of time. This 
presentation identifies behaviors that 
strengthen often-apart or long-distance 
relationships 


Participants learn 
To examine relationships roles and our 
expectations 
To identify and rank current life pnonties 
To identify pitfalls of an often-apart or 
long-distance relationship 
Personality traits that promote a 
successful long-distance relationship 
The phases of separation 
To identify behaviors that strengthen 
partners of an often-apart or long-distance 
relationship 


Audience: 

Employees and family members who 
expenence extended or frequent separations 
due to Foreign Service travel of 
assignments 


Schedule: 
9:00 a.m. to 1:00 p.m., Saturday 


Dates: 
Begin End 
FYOS 

WIGAN 
O6/ 14/03 


Length Section 


Wig 
On 14/408 


Vo day On) 
“9 day (IP 


Minimun/Maximum: /40) 


Tuition: No charge 


OVERSEAS HEALTH CONCERNS 
Course Code MQ857 
For information call (703) 302-7268 


Foreign affairs employees and family 
members get answers to medical questions 
from Department of State medical staff 
experts on health and health-related issues 
in the foreign service context 


Participants learn: 

© To identify health-related preparation 
needed pnor to departure and after arrival 
al post 
Health insurance options available to 
foreign affairs employees and family 
members 
Health resources available to foreign 
affairs employees and family members 
Medical evacuation procedures 


Audience: 
Foreign affairs agency employees and adult 
Eligible Family Members going overseas 


Schedule: 
6:00 p.m. to 8:30 p.m., Wednesday 


Dates: 
Begin End 
FYO 

06/11/03 


Length Section 


MWIIAS Whe dol 


Minimum/Maximum: \/S) 


Tuition: No charge 
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PROMOTING AMERICAN WINES 
OVERSEAS 

Course Code MQ856 

For information call (703) 302-7268 


If entertaining with wine at representational 
events, official Americans abroad are 
required to promote Amencan wines. A local 
wine expert gives advice on the subject 


Participants learn: 

* The general characteristics of the major 
wine varietals grown in the U.S 

* In general, which foods are best paired 
with the different wine types 

* The proper storage and serving methods 
for the different wine types 


Audience: 
Foreign affairs agency employees and 
Ehgible Farmly Members over age twenty-one 


Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday 

Dates: 

Begin End Length Section 
FY 03 

2003 O177F003 2% hrs ODI 


Minimum Maximum: */7S 


Tuition: No charge 
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RAISING 

BILINGUAL CHILDREN 

Course Code MQBS! 

For information call (703) 302-7268 


Foreign Service parents have a unique 
opportunity to encourage bilingualism in 
their children. This panel discussion 
explores strategies to take advantage of the 
mulucultural expenences the Fore.gn Service 
lifestyle affords 


Participants learn 

* Local resources for training and support 
in rassing Children bi-lingually 

* Pros and cons of raising children 


bi-lingually 


Audience: 

Foreign Service parents from the same or 
different cultures interested in raising thei 
children with multilingual capabilites 


Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday 

Dates: 

Begin End Length Section 
FYOS 

1002 IA 24h GDI 
Minimun/Maximum: \/40) 

Tuition: No charge 





4 & ‘ 
_ . 
, . \ . 


A SAFE OVERSEAS HOME: 
PROTECTING YOURSELF 
AND YOUR FAMILY 

Course Code MQ916 

For information call (703) 302-7268 


Home health and safety concerns abroad 
are often magnified by building codes, 
environmental protection regulations, and 
extermination practices which are unlike 
those in the United States. Learn to identify 
problems that may arse from less stringent 
health and safety standards overseas and 
methods for managing them 


Participants learn 

* Common building and electrical hazards 
¢ Proper methods of pesticide application 
Characteristics of a safe pool 

Methods of childproofing the home 
Driving hazards 


Audience: 
All foreign affairs agency personne! and 
adult Eligible Farmly Members 


Schedule: 

6:00 p.m. to 8: 30 p.m., Wednesday 

Dates: 

Begin End Length Section 
FYO3 

MICAS W100 24h UDI 


MinimumMaximum 4) 


Tuition: No charge 


TRANSITION TO 
WASHINGTON FOR 
FOREIGN-BORN SPOUSES 
Course Code MQ™)2 

For information call (703) 302-7268 


For Amencans, a Washington assignment 
means coming home, but the foreign-born 
spouse has different needs. This workshop 
introduces foreign-born newcomers to 
Washington and the Amencan culture, with 
a focus on Washington as a foreign 
assignment 


Participants learn 

* To discuss thei feelings about cultural 
adjustment in the U S 

* To identify specific needs during the 
assignment 

* Various aspects of Amencan culture 

¢ Where to obtain resoures available in the 
Washington area 


Audience: 

Foreign-born spouses coming to 
Washington for the first time or those 
wishing to connect with others who have 
simular interests 


Schedule: 

9:00 a.m. to 12:00 p.m., Saturday 

Dates: 

Begin End Length Section 
FY 

WI9A2 §=6—NVISAD Ss Ma day Oop) 


Minimum/Maximum: /%) 


Tuition: No charge 
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TRAVELING WITH PETS 
Course Code MQBSS 
For information call (703) 302-7268 


Travel can be traumatic for pets and their 
owners. Experts in animal care expenenced 
in shipping pets give advice 


Participants learn 

* How to prepare animals for travel 

¢ What services and resources airlines and 
local kennels have available 


audience: 

Foreign affairs agency employees and 
Eligible Family Members concerned about 
traveling overseas with their pets 


Schedule: 
6:00 p.m. to 8:30 p.m., Wednesday 


Dates: 
Begin End 
FYOS 

(4/205 


Length Section 


M2 V3 vhs ODI 
Minimum/Maximum: ©) (00) 


Tuition: No charge 
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WELCOME BACK WORKSHOP 
Course Code MQ300 
For information call (703) 302-7268 


This fall workshop/open house answers 
specific questions about the process of 
returning to the Washington area after 
serving overseas 


Participants learn 
¢ Where to obtain Washington materials 
and resources 


Audience: 
Adults who are moving to Washington for 
the first time or from overseas posts 


Schedule: 
Between 9:00 a.m. to 12°00 p.m., Saturday 
Open House 


Dates: 
Begin End 
FYOS 

1v12AN2 


Length Section 


wi202 ss iday =O 
MinimumMaximum: \/ %) 


Tuition: No charge 








TRANSITIONS 


YOUNG DIPLOMATS DAY 
Course Code MQ 2S0 
For information call (703) 302-7268 


This workshop is an introduction to the 
world of diplomacy for children of USG 
employees working abroad. It 1s designed 
io complement the Going Overseas 
Workshops (Going Overseas for Families 
(MQ210) and Going Overseas — Logistics 
for Children (MQ230)). When taken in 
conjunction with Youth SOS (MQ 914). a 
forms a two-day diplomatic traming course 
tor children grades two through twelve 


Participants learn 

How an embassy and consulate are 
organized 

Ways to explain American culture, 
holidays, and values to their peers 

Basic social skills, including introductions, 
appropnate forms of address, and cultural 
differences in gestures, body language 
and dress 


Audience: 

Children of employees of the Department of 
State and other foreign affairs agencies, 
especially those new to the diplomatic life 
Participants must have completed the first 
grade 


Schedule: 
9:00 a.m. to 4:00 p.m., Monday 


Dates: 
Begin End 
FYOS 

Onv/2 V3 
7/1444 
O7/2RANS 
(WIA 


Length Section 
(Ww? VMs 
(7/1 4005 
(TARA 
CR/T LADS 


| day (Op) 
| day OP 
| day (ins 
| day (is 


Minimum/Maximum: |(V 4) 
Tuition: No charge 


Personal Planning 
Presentations & 


Workshops 


LEGAL CONSIDERATIONS 

IN THE FOREIGN SERVICE 
Course Code MQRS4 

For information call (703) 302-7268 


The mobile Foreign Service lifestyle gives 
rise to unique legal implications for 
employees and family members. This 
workshop includes a panel of experts 
provided by the American Foreign Service 
Protective Association to discuss 
contingency planning 


Participants learn 

© Steps in creating wills, trusts, and powers 
of attorney 

* Legal responsibilities in owning real 
estate 

* Regulations 
overseas 


regarding adoptions 


Audience: 
Foreign affairs agency employees and 
Ehgible Family Members 


Schedule: 
6:00 p.m. to 8:30 p.m., Wednesday 


Dates: 
Begin End 
FYOS 

OS/2RA)3 


Length Section 


(S/2RANS 2“bes OUD! 
Minimun/Maximum: » ¥) 


Tuition: No« harge 
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TRANSITIONS 


MANAGING RENTAL 
PROPERTY FROM OVERSEAS 
Course Code MQ853 

For information call (703) 302-7268. 


Leaving one’s property in the hands of 
another while overseas is a source of great 
anxiety for homeowners. Professional! 
property managers provide information so 
that participants can make informed 
decisions about property management. 


Participants learn: 

¢ When and why to hire a property manager. 

* What to look for in a property manager. 

* How to prepare a home for rental 

* Common pitfalls to avoid. 

* Legal implications concerning taxes and 
deductions. 


Audience: 
Foreign affairs agency employees and 
Elgible Family Members preparing to go 
overseas. 


Schedule: 
6:00 p.m. to 8:30 p.m., Wednesday. 


Dates: 
Begin End 
FY 03 

O1/15/03 


Length Section 


ovis 2%bhrs ODI 
Minimum/Maximum: 8/10) 


Tuition: No charge 


PERSONAL FINANCES AND 
INVESTMENTS IN THE 
FOREIGN SERVICE 

Course Code MQ852 

For information call (703) 302-7268. 


Mobility and distance from the U.S. can 
hamper Foreign Service employees and 
Eligible Family Members in making sound 
financial decisions or in setting up 
mechanisms for their financial future. A panel 
of experts discusses topics of concern, 
especially to the novice investor. 


Participants learn: 

¢ The basics of investing in stocks and 
bonds. 

* How to set up accounts long-distance. 

* About investing for retirement. 

* How to weather income peaks and valleys. 


Audience: 

Foreign affairs agency employees and 
Eligible Family Members. 

Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday 


Length Section 


04/09/03 2%brs ODI 
Minimum/Maximum: 8/1! (4) 


Tuition: No charge 
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>ITRANSITIONS 


TAX SEMINAR 
Course Code MQ117 
For information call (703) 302-7268. 


This course offers advice designed to assist 
Foreign Service personnel in understanding 
tax laws in the context of overseas living. 


Participants learn: 

* The meaning and importance of choosing 
a domicile. 

* Common state requirements and specific 
peculiarities which have an impact on 
Foreign Service members. 


Audience: 

USG employees and Eligible Family 
Members serving abroad. 

Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday. 

Dates: 

Begin End Length Section 
FY 03 

00503 OM0S03 2Ybhrs ODI 
Minimum/Maximum: 8/100 


Tuition: No charge 


U.S. TAX ISSUES & 
FOREIGN-EARNED INCOME 
Course Code MQ 858 

For information call (703) 302-7268. 


This workshop provides information about 
U.S. tax implications for Foreign Service 
Eligible Family Members (EFMs) working 
overseas for a non-USG organization or as 
self-employed entrepreneurs. 


Participants learn: 

* The meaning of “foreign-earned income 
exclusion”. 

* Residency requirements to qualify for the 
exclusion; how to calculate it; when and 
where to file taxes. 

* Differences in “independent contractor” 
or “employee”. 


Audience: 

Foreign affairs agency employees and adult 
Eligible Family Members, especially those 
considering employment outside the U.S. 
community overseas. 


Schedule: 

6:00 p.m. to 8:30 p.m., Wednesday. 

Dates: 

Begin End Length Section 
FY 03 

OS0703 OSN7IA3 2”%bhrs ODI 
Minimum/Maximum: 8/3) 


Tuition: No charge 
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IL TIION RATES FOR EY 2008 


LANGUAGE STUDIES 
Full-Time programs (BASIC, FAST, REFRESHER, etc.) 
Multiple enrollment (Per week) ae $580 
Individual enrollment (Per week, Per Student)... $880 
Early Morning Program (per semester) ................-...--0-. $2,240 
Multimedia (Self Study & L_ material) = ‘ $5S/wk 
Multimedia (Self Study w/text & audio tapes) ............... | $110 
Specially arranged Tutorial? .....00000000000.......... aaa $63 
Consultations: 
Learning Styles Diagnosis (Per interview) Saha $150 
Learning Styles follow-up (Per interview) ..................... $150 
Overseas programs - Call for quote 
Proficiency Tests (including Telephone Tests: yields — S.R score)’ 
Speaking & Reading Proficiency Tests .... | vee 9470 
Speaking only Proficiency Tests oo occccccee $210 
Reading only Proficiency Tests ...... : $260 
Threshold test (yields an “at least” rating) 
Speaking & Reading ....... $350 
Speaking only ....... $270 
Reading only ............ $270 
Modern Language Aptitude Test (ML AT) , $50 
AREA STUDIES 
AR200 Two-Week Area Studies Program ......... $1,160 


AR200 Two-Day Module Area Studies Program Courses $235 
AR200 One-Day Module Area Studies Program Courses $116 
ARSOO Advanced Area Studies (per 4 hour session) $60 


General Rules 

* Agencies should formally enroll their students at least six weeks prior to the course start date 

* Once classes have started, agencies will be billed for full weeks regardless of federal holidays 

* Agencies will not be billed for the vacation week 

* Forty-four-week courses may have a period when the instructional staff assess student progress 
and plan curnculum adjustments. During this period, students may engage in self-study, use the 
Multimedia Lab, take annual leave, or engage in other activities by arrangement with thei agency Some 
staff may be available for consultation by appointment. Certain 44-week courses have a special 
onentation during the break. Tuition will be charged during this penod 

* If an Agency determines that the “end date” of language or training is to be different from the 
scheduled “end date.” five working days notice must be provided to FSI 

* Agencies will be billed for “no-shows.” FSI requires five days notice in writing indicating a 
student's withdrawal 


' Advanced Area Studies are integrated into Intensive Language Training and included in the 
tuition rates. (Advanced Area Studies are neither included nor billed for FAST language courses.) 

2 Because of lumitations in facilines and staff, tutorials must be specially arranged with the School of 
Language Studies in advance of the desired start date 

1 “NO SHOWS” for scheduled language tests will be billed at the full test rate All students receiving 
at least 100 hours of training (except Early Morning students) must take a proficiency test. The cost 
of the test is included in the tuition 
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LEADERSHIP AND MANAGEMENT SCHOOL 


EXECUTIVE PROGRAMS DIVISION 

PT102 DEPUTY CHIEFS OF MISSION/PRINCIPAL 
nee , 

PT107 EBO/DIVERSITY AWARENESS FOR MANAGERS 


PTII9 

PT120 

PT121 MANAGING PEOPLE PROBLEMS 
PT130 BUREAU/MISSION OFPSITES (1 DAY) 
PT130 BUREAU/MISSION OFPSITES (2 DAY) 
PT130 BUREAU/MISSION OFFPSITES (3 DAY) .. 


PT13!1 STRATEGIC THINKING AND PLANNING WORKSHOP.............. 


PT210 ADVANCED MANAGEMENT SKILLS 
ge EE ) 
PT212 CREATIVE PROBLEM SOLVING WORKSHOP ............... 
PT213 STARTING RIGHT _— 
PT214 MANAGING CONFLICT PRODUCTIVELY | 

PT215 TEAM LEADERSHIP WORKSHOP .......... — 

PT217 RUNNING EFFECTIVE MEETINGS ................. 

PT218 LEADING A DIVERSE WORKFORCE . 

PT221 FOUR ROLES OF LEADERSHIP... 

PT224 INFLUENCE BY DESIGN..................... 


PT225 VALUING DIVERSITY IN THE WORKPLACE 
*Cost of offsite included 


MANAGEMENT DEVELOPMENT DIVISION 

PDS29. STRATEGIC PLANNING & PERFORMANCE MEASUREMENT 
PK245 SUPERVISORY STUDIES SEMINAR . 

PK246 EMPLOYEE RELATIONS SEMINAR ................. 

PK305 MANAGING UP: LINKING SUPPORT AND SUPERVISION 
PT129 ! 

PT20S PERFORMANCE MANAGEMENT SEMINAR 

PT206 MANAGING CHANGE .............. 

PT207 INTERMEDIATE LEADERSHIPSKILLS 

PT208 MANAGING STATE PROJECTS .. 

PT209 EXECUTIVE OVERVIEW TO MANAGING STATE PROJECTS 
PT216 SEVEN HABITS OF HIGHLY EFFECTIVE PEOPLE 


330 Schedule of ( Courses 





$540 
$1,340 
$540 
$200 
$270 
$800 
$270 
$1,340 
$1,340 
$540 
$1,070 








PT2S1 


PT252 





PRODUCTIVELY MANAGING STRESS 20000... cccccceesecseseesesnnneenennnes 
MANAGING UP: WORKING EFFECTIVELY WITH 


SEE SEES EEE EEE TEESE EEE EEE EEE EEE EEE EEE EEE EEE EEE EE EEE EEE EEE OEEOOOe 


OPP PPC eee CeCe eee Te eee eee ee eee eee eee 


THE SENIOR SEMINAR 


PGSO! 


En eee een $43,000 


SCHOOL OF PROFESSIONAL AND AREA STUDIES 


ADMINISTRATIVE TRAINING 
PAI23 MANAGING CUSTOMER SERVICE ..0.0.0............ccccccccseseeseseeeeesereneneees $150 
PAI29 NEPA TRAINING, DOMESTIC OPERATIONS o.oo $730 
PA130 HOW TOBE A CONTRACTING OFFICER REPRESENTATIVE 

| |, ED $140 
PAI34 HOW TO WRITE A STATEMENT OF WORK (SELF STUDY) .......... $140 
PAI3S PROPERTY MANAGEMENT FOR CUSTODIAL OFFICERS ............. $290 
PA137 MANAGEMENT CONTROLS WORKSHOP wooo ews $290 
PAI43 CUSTOMER SERVICE TRAINING .......0........c.0ccccccceseseseeseseeeeesensenenees $290 
PAISO CFMS SYSTEM OVERVIEW & ORIENTATION 00000 $290 
PAIS! CFMS BUDGET EXECUTION (BE) .................c0cccsssssvseseeeeenennenennnens $290 
PAIS3 CFMS REQUISITION DOCUMENTS (RQ) 00.000..0.ceeeenees $290 
PAIS4 CFMS MISCELLANEOUS OBLIGATIONS (MO) 0000000. $290 
FRAISS CRED TRAVEL CRIS (TO) .ncceccosecescccscscecosorsnsnssvesossssssonsonsososssessons $290 
PAI60 DOMESTIC ADMINISTRATIVE OFFICERS SEMINAR .................. $2,180 
PAI64 MANAGEMENT CONTROLS WORKBOOK (Self — peneevennensti $140 
BB EE . $150 
PAI74 CONTRACTING OFFICER REPRESENTATIVE 

TRAINING (PRE-AWARD) ............0000ccccseeseeeeseeeeeeneerenees anennerevesaemente $4a0 
PAI7S CONTRACTING OFFICER REPRESENTATIVE 

PIII cccrnresssesnnessnenesessentenmmereneneenenennenemesneets $290 
PA200 TRAINING FOR OVERSEAS VOUCHER EXAMINERS (Self Study) ... $140 
PA210 FINANCIAL MANAGEMENT FOR LOCALLY EMPLOYED 

SPUEITT cxcscecencenssnrenesnsansennsnsensensesesnnntensenesnecennsnennstensnbencnsesccessssssecsecseent $2,920 
PA211 FINANCIAL MANAGEMENT OFFICER'S COURSE 

(OVERSEAS) .. senanienenaegnnntpensensecenncsernen-~etneremenmnaeusesnnaneatti $5,820 
PA214. WORKING WITH ICASS. sieeaeceadteaaeatatamenagngnneneseenenesne-eeresnenenenaneeneseeneent $580 
PA21S PRINCIPLES OF APPROPRIATION LAW 0. $580 
PA216 ACCOUNTING, VOUCHERING & CERTIFICATION 000000000... $730 
PA217 SUPERVISING A CASHIER 0.000000000.....0cccccce $730 
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PA22 1 
PA222 


PA224 
PAI 


PA231 


PA232 
PAM 
PA235 
PAI 
PA243 
PA245 
PA247 
PA248 
PA249 
PA2SO 
PA2S2 
PA2SY 
PA29| 
PA2I94 
PA2I9S 
PA297 


GENERAL SERVICES OPERATIONS 0. 
INTRODUCTION TO SIMPLIFIED AC QUISITIONS AND 
REQUISITIONS OVERSEAS (SELF STUDY) 

BASIC ADMINISTRATIVE MANAGEMENT = 
BASIC NEPA RECORDKEEPING, OVERSEAS OPERATIONS 
(SELF STUDY)... 

HUMAN RESOURCE MANAGE MENT. COU RSE 
MODIFIED 5-WEEK VERSION OF PA-231 .. 

ESN POSITION CLASSIFICATION & COMPENSATION 
ADVANCED HUMAN RESOURCE MGT WORKSHOP 
AMERICAN HUMAN RESOURCE MANAGEMENT 
HUMAN RESOURCE MANAGEMENT AT POST ...... 
OVERSEAS ADMINISTRATIVE MANAGEMENT COURSE 
ICASS EXECUTIVE SEMINAR .... 

ESN COMMERICAL ACQUISITIONS 

ESN SUPERVISORY SKILLS WORKSHOP . 

CUSTOMER FOCUSED MANAGEMENT 

ESN TRANSPORTATION WORKSHOP ... 

CONTRACT ADMINISTRATION WORKSHOP 

ESN SUPERVISORY SKILLS. BEYOND THE BASICS 
HOW TO BE A CERTIFYING OFFICER (Self Study) 
OVERSEAS CASHIER SUPERVISOR (SELF STUDY) 
TRAINING FOR OVERSEAS CASHIERS (CD-ROM VERSION) 
PURCHASE CARD SELF-CERTIFICATION TRAINING 
(CD-ROM VERSION) 


CONSULAR TRAINING 


PC 102 
PCIO3 


PC 104 
PC 10S 
PC 106 
PC 107 
PC 108 
PCIIO 


PCII4 
PCII6 


$32 


IMMIGRATION LAW & VISA OPERATIONS (SELF STUDY) 
NATIONALITY LAW AND CONSULAR PROCEDURES 
(SELF STUDY) 

OVERSEAS CITIZENS SERVIC ES (SELF STU DY) 
ORIENTATION TO OVERSEAS CONSULAR FUNCTIONS 
REGIONAL WORKSHOP FOR CONSULAR PSNS 
CONSULAR AGENTS’ WORKSHOP . 

CONSULAR LEADERSHIP DEVELOPMENT CONFERENCE 
PASSPORT EXAMINERS CORRESPONDENCE COURSE 
(SELF STUDY) 

REGIONAL CONSULAR OFFIC ERS WORKSHOP 
AUTOMATION POR CONSULAR MANAGERS 
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$7.270 


$140 
s7uM) 


$140 
$5.090 
$3.60 
$1.450 
$1.450 
$2. 180 
$1.450 
$1.450 
$150 
$1,020 
$7) 
$290) 
$7) 
$1,740 
$7) 
$140 
$140 
$140 


$140 


$140 


$140 
$140 
$270 
$450 
$450 
$450 


$135 
$450 
$450 














PCII9) TASK FORCES AND CONSULAR POLICY $90 
PC120) TASK FORCE II CRISIS WORK ial idaitaiiniatniiidiaais NO CHARGE 
PCI21 WORKSHOP FOR SENIOR NONIMMIGRANT VISA FSNS $450 
PC122 WORKSHOP FOR SENIOR AMERICAN CITIZEN 

SERVICES FSNS ....... niiiihaiaiinni aaa $450 
PCI23> WORKSHOP FOR SENIOR IMMIGRANT VISA PSNS $450 
PC124 ASSISTING VICTIMS OF CRIME — $450 
PC126 ADVANCED CONSULAR NAMECHECKING TECHIQUES.... . S480 
me Be eee Loe |. ce $2,370 
PCS32 ADVANCED CONSULAR COURSE oo. $1,360 
PCS33,) CONSULAR MANAGEMENT AT A SMALL POST... oe 990 
PCS3S AMERICAN CITIZEN SERVICES socaniiasinitttinbaeiaenenaiiiniti $640 
PCS3%6 PASSPORT & NATIONALITY $550 
PCS37 IMMIGRANT VISAS.. $550 
PCS38 NONIMMIGRANT VISAS : $640) 
PCS40, CONSULAR REVIEW & AUTOMATION UPDATE. . . $270 
PCS41 FRAUD PREVENTION FOR CONSULAR MANAGERS $450 
CURRICULUM AND STAFF DEVELOPMENT 
PDS12 TRAINING DESIGN WORKSHOP ......... $1,890 
PDS!13 BASIC FACILITATION AND DELIVERY SKIl LS 

WORKSHOP .. ) $1,890 
PDSIS PROFESSIONAL SKIL Ls DE VELOPMENT FOR ( ‘OMMU NITY 

LIAISON OFFICE COORDINATORS (CLO) $3,150 
PDSI8 EVALUATION DESIGN WORKSHOP $1,260 
PDSI9 EVALUATION TOOLS WORKSHOP $1,890 
PDS20 VISUAL AID BASICS : $659) 
PDS21 NEW WORK HABITS FOR COPING WITH CHANGE $650 
PDS31) COLLECTING AND MEASURING PERFORMANCE DATA $650 
PDS32 ANALYZING AND INTERPRETING PERFORMANCE 

MEASUREMENT DATA $63) 
ECONOMIC AND COMMERCIAL STUDIES 
PEIO3) RESOURCE REPORTING OFFICER TRAINING $1,700 
PEI2S COMMERCIAL TRADECRAPFT $850 
PEI27 PETROLEUM ANDGAS INDUSTRY $850 
PEI3) ~=AVIATION POLICY AND NEGOTIATION $510 
PEI3! TELECOMMUNICATIONS INDUSTRY $340 
PEI34 =TRADE DISPUTE RESOLUTION $340 
WEISS TRADE AND PROJECT FINANCE $510 
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PEI37 COAL AND POWER SECTOR ........ | , $850 


PEI38) INTELLECTUAL PROPERTY RIGHTS ........ $170 
PE220 ESN ECONOMIC TRAINING 200. $1,700 
PE222 TRADE AGREEMENT IMPLEMENTATION $850 
PE221 ES&T TRAINING FOR FSNS ...... neem $1,700 
PE222. TRADE AGREEMENT IMPLEMENTATION 7 $850 
PE227 ALASKA FIELD LABORATORY .. , $850 
PE2SO }=ECONOMIC AND COMMERCIAL STUDIES $30,590 
PE265 CORPORATE PRACTICUM ........ $3,400 
PE28S ECONOMIC ISSUES ...... — $2.550 
PE290) SENIOR COMMERCIAL COURSE $340 
PE291 TRADE AND ENVIRONMENT..... $170 
PGI40) POLITICAL/ECONOMIC TRADECRAPT ........ $2.550 
PGS62 ENVIRONMENT, SCIENCE AND TECHNOLOGY $850 
OFFICE MANAGEMENT TRAINING 
PKI02 FOREIGN SERVICE OFFICE MANAGEMENT SPECIALIST 

TRAINING FOR ENTERING PERSONNEL $3,120 
PKIOS CIVIL SERVICE OFFICE SUPPORT PROFESSIONALS 

TRAINING FOR ENTERING PERSONNEL $2,080 
PKI}! =PATHWAY TO SUCCESS* $620 
PKI43) PROOFREADING : —_ : " $210 
PK146 JOB SAVVY: SKILLS FOR WORKPLACE SUCCESS $1,040 
PKIS9 DRAFTING CORRESPONDENCE. ........... $520 
PKQIOS TRAVEL REGULATIONS AND VOUCHERS $420 
PK206 ~CS OFFICE SUPPORT PROFESSIONALS PROGRAM $3,540 
PK207 FILES MANAGEMENT AND RETIREMENT $210 
PK209) CAREER BUILDERS: COMMUNICATION SKILLS $420 
PK22S) BETTER OFFICE ENGLISH: WRITTEN $1,040 
PK226 BETTER OFFICE ENGLISH: ORAL 20. $1.040 
PK240) EFFECTIVE SPEAKING & LISTENING SKILLS $620 
PK241) WRITING EFFECT LETTERS & MEMOS........... $520 
PK302) PROFESSIONAL DEVELOPMENT SEMINAR POR FOREIGN 

SERVICE OFFICE MANAGEMENT SPECIALISTS $2,080 
PK30S = MANAGING UP: LINKING SUPPORT AND SUPERVISION $210 
PK33%0) ~NEW WAYS TO PROBLEM SOLVING ... : $2,080 
PK333) OFFICE TECHNOLOGY IN THE 21ST CENTURY $210 

| PK334 PSN SECRETARIAL SEMINAR $1,670 


*Cost of offsite included 
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ORIENTATION 
PGIOl ORIENTATION FOR FOREIGN SERVICE OFFICERS* $4,100 
PNIOS ORIENTATION FOR CIVIL SERVICE EMPLOYEES $290) 
PN1060 ORIENTATION FOR FOREIGN SERVICE SPECIALISTS $1,450 
PNIL3) INTRODUCTION TO WORKING IN AN EMPASSY $190 
PT203 WASHINGTON TRADECRAPFT S480) 
*Cos of ofisite included 
POLITICAL TRAINING 
PLIO3) LABOR OFFICER SKILLS $2,106 
PLIO4 ~=LABOR RIGHTS REPORTING $140 
PP203 ARMS CONTROL AND NONPROLIFERATION $700 
PP204. CONGRESSIONAL RELATIONS $420 
PP2!1) MULTILATERAL DIPLOMACY $420 
PP212) INTELLIGENCE AND FOREIGN POLICY $420 
PP217 ESN POLITICAL TRAINING $1,400 
PP218) INL ORIENTATION WORKSHOP $700 
PPSOL = NEGOTIATION ART AND SKILLS $700 
PPSOS = POLITICAL-MILITARY AFFAIRS : $560) 
PPSO? HUMAN RIGHTS IN THE FOREIGN POLICY PROCESS $140 
PPS10) ~=GLOBAL ISSUES $420 
PPSI4. INTERNATIONAL CONFLICT: PEACE OPERATIONS $420) 
PPSIS) ADVANCED NEGOTIATION: SOLVING NEGOTIATION 

PROBLEMS $560 
PPS16) POPULATION REFUGEE AND MIGRATION OFFICERS 

ORIENTATION WORKSHOP $500) 
PPS|7) INTERNATIONAL CONFLICT. DIPLOMACY $420) 
PPSI8 POPULATION REFUGEES AND MIGRATION OFFICERS 

M&E WORKSHOP $700 
PPSI9) INTERNATIONAL CONFLICT WORKSHOP: PREVENTION 

TO INTERVENTION $700 
PPS2)) INTERNATIONAL TERRORISM: UNDERSTANDING THE 

THREAT AND FOMULATING A RESPONSE $420 
PUBLIC DIPLOMACY 
PTI13) ERPRCTIVE PUBLIC SPEAKING/EXECUTIVE MEDIA $280) 
PYIOO) PUBLIC DIPLOMACY TRADECRAFT $4,250 
PYIOl MANAGING STAFF AND RESOURCES POR PUBLIC 

AFFAIRS CAMPAIGNS $570 
PY102 SPEECHWRITING AND PRESENTATION SKILLS $280) 
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PY 103 
PY 104 
PY 105 


PY 106 
PY 107 
PY 109 
PY 


PY112 
PYI13 
PY 202 


PY 204 
PY 205 
PY 206 
PY 207 
PY 208 


ROLE OF THE SPOKESPERSON/HOW THE MEDIA WORKS 
DEALING WITH THE ELECTRONIC MEDIA 
ADMINISTERING PUBLIC DIPLOMACY OPERATIONS 
OVERSEAS 

PUBLIC DIPLOMACY AND INFORMATION TECHNOLOGY 
PUBLIC DIPLOMACY PROGRAMS. PRODUCTS & SERVICES 
PUBLIC DIPLOMACY PRACTICE AND THEORY 
PLANNING AND IMPLEMENTING PUBLIC DIPLOMACY 
STRATEGIES 

CULTURAL PROGRAMMING OVERSEAS 

PUBLIC DIPLOMACY BASICS 

ACCESSING INFORMATION RESOURCES AT HOME AND 
OVERSEAS 

ESN EXCHANGES PROGRAM 

ESN THEMATIC PROGRAM 

ESN INFORMATION RESOURCE CENTERS PROGRAM 
ESN INFORMATION/MEDIA PROGRAM 

ACCESSING INFORMATION RESOURCES POR DOMESTIC 
RESEARCH NEEDS 


PY210D FSN ON-LINE WRITING LAB (OWL) 
PY211D PSN ON-LINE WRITING HI INTERMEDIATE/ADVANCED 
PY 212D FSN ON-LINE WRITING ADVANCED AMERICAN STUDIES 


PY 220 


ADMINISTERING PUBLIC DIPLOMACY GRANTS AND 
COOPERATIVE AGREEMENTS 


PY24) NEW TRENDS IN PUBLIC DIPLOMACY 
PY240 FACING THE CAMERAS 


SCHOOL OF APPLIED INFORMATION TECHNOLOGY 
INFORMATION MANAGEMENT TRAINING 


PS201 
PS216 
PS218 
PS280) 
PS284 
PS310 
PSA18 
PSI 
PS321 
PSiw 
PS33) 


436 


INTRODUCTION TO MS WINDOWS NT 4.0 
SIPRNET & INTELINK-S 
INTRODUCTION TO THE INTERNET 
INTRODUCTION TO MS PROJECT 2000 
CABLEXPRESS FOR END USERS 
SUPPORTING CA APPLICATIONS 
INTERNET FOR POWER USERS 
MICRSOPFT OFFICE 2000 WEEK 
MICRSOPFT OFFICE 2000 QUICK REVIEW 
COMPREHENSIVE WORD 2000 
WORKSHOP WORD 2000 
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$280 
$280) 


$570 
$280) 
$570 
$KSO) 


$280 
$280 
$a50 


$280) 
$9.660) 
$9,600 
$9,600 
89.600 


$280) 
$3450 
$350 
$350 


S8S0) 
S8S0 
wid 


$50 
$140 
$280) 
$a uM) 
$280) 
$1380 
$280) 
$1380 
tht 
$1380 
$280) 











n , 
» Mm ATES > ; 


PS332 
PS333 
PS340 
PS341 
PS 342 
PS 344 
PS3S0 
PS3S! 
PS3S2 
PS353 
PS370 
PS371 
PS372 
PS373 
PS 380) 
PS.90 
PSI 
PS 398 
PS418 
PS420 
PS42) 
PS422 
PS427 


INTRODUCTION TO MS WORD 2000 
INTERMEDIATE MS WORD 2000 
INTRODUCTION TO MS POWERPOINT 2000 
INTERMEDIATE MS POWERPOINT 2000 
COMPREHENSIVE POWERPOINT 2000 
WORKSHOP POWERPOINT 2000 
INTRODUCTION TO MS ACCESS 2000 
INTERMEDIATE MS ACCESS 2000 
COMPREHENSIVE ACCESS 2000 

WORKSHOP ACCESS 2000 

INTRODUCTION TO MS EXCEL 2000 
INTERMEDIATE MS EXCEL 2000 
COMPREHENSIVE EXCEL 2000 

WORKSHOP EXCEL 2000 

IRM SPECIFIC ORIENTATION FOR IM SPECIALISTS 
COMPREHENSIVE OUTLOOK 2000 
WORKSHOP OUTLOOK 2000 

INTRODUCTION TO MS OUTLOOK 

WEB DEVELOPMENT FUNDAMENTALS 

WEB SITE MANAGEMENT USING FRONTPAGE 
WEB SITE MANAGEMENT USING DREAMWEAVER 
HTML PROFICIENCY 

WEB SITE ACCESSIBILITY & USABILITY 


PROFESSIONAL DEVELOPMENT DIVISION 


Ywits 
ywial 
ywia2 
ywir7s 
ywiy? 
YWik4 


YWiss 
YWik? 
Ywi9 
yw 
yYwoue 
ywous 
yw 
Ywois 
yw 


BASIC COMMUNICATIONS OPERATIONS 
INTRODUCTION TO TELEPHONE SECURITY 
BASIC TELEPHONE AND KEY SYSTEMS 
INTRODUCTION TO DATA COMMUNICATIONS 
CLAN-CLASSIFIED LOCAL AREA NETWORK 
TERP V- TERMINAL BQUIPMENT REPLACEMENT 
PROGRAM V 

EXAACOM. EXACOM CALL ACCOUNTING SYSTEM 
IMS-INFORMATION MANAGEMENT SPECIALIST 
S-7 SATELLITE OPERATIONS AND MAINTENANCE 
SEP/SCP OPS 

CIP-CURRENT INSTALLATION PRACTICES 

AIR CON.-AIR CONDITIONING SYSTEMS 
GENERATORS. POWER GENERATOR SYSTEMS 


WIDEL- BAND DIGITAL TRANSMISSION NETWORKING 


SX.SO-MITEL PBX SX-SO 





$2.90 

$240 
$1,190 
§) wo 
$$). 0 


$). 90 
$1,190 
$20,290 
$3,580 

$720 
$4,770 
$) wo 
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Ywlw 
yw)! 
ywlw 


Yw2il 
YW232 


YW. 
Ywo4l 


SX-200D-MITEL PBX SX-200 DIGITAL 
SX-2000-MITEL PBX SX-2000 


CLOUT-COMMON LAN OUTBOUND TELEGRAM RELEASE 


SYSTEM VERSION 3.0 

FAST BACKUP-COMMUNICATIONS FOR NON-IRM 
PERSONNEL 

FAST TERP - TERP V FOR NON-IRM PERSONNEL 
CT’S-COMMERCIAL SATELLITE TERMINALS 

ADV. NETWORKING - ADVANCED NETWORKING 


YW243 EXCHANGE 2000 FOR THE ENTERPRISE 


YW. 
Yw24s 
YWw2so 
Ywos! 


EXCHANGE 2000 
WIRELESS SYSTEMS TRAINING 
ADVANCED WINDOWS 2000 
WIDE BAND N_E.T 
ADVANCED ROUTER CONFIGURATION ARC 


YW252 ADVANCED SYSTEMS MANAGEMENT SERVER 2.0 


Yw2s} 


Yw2s4 
YW2% 
Yws? 
Yw2s9 
Yw27s 
ywo7s 
YWls4 


YW2R85 
YW287 
Ywis4 


YW4¥ SCUP SATELLITE TERMINAL 


yw? 
yYwaw 
YWwot) 
yw7as 
ywa9 
yw) 


SYSTEM ADMINISTRATION FOR MICROSOFT SWL 
SOL SERVER 7.0 

LOTUS/DOMINO 5 ADMINISTRATION - LOTUS $ ADM 
ORACLES! DATABASE ADMINISTRATION - ORACLE 8! 
MANAGING A WINDOW 2000 NETWORK 

COMPUTER SYSTEMS NETWORKING 

ACCELERATED EXCHANGE 2000 

ACCELERATED WINDOWS 2000 

DOMESTIC UNCLASSIFIED CABLEXPRESS 
ADMINISTRATION (DUCX) 

CABLEXPRESS - CABLEXPRESS 

NT 4.0 POR CABLEXPRESS ~ NT. 4.0 POR CX 
ADVANCED RADIO COURSE 

SCUP 

MERIDIAN 61C 

ADVANCED NORTEL 

DESK TOP/DESKTOP SYSTEMS 

BLACK ROUTER 

MICROSOFT EXCHANGE 

COMSEC CUSTODIAN 
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$1,190 
$1,190 
$2,390 
$2,390 


$3,580 
$1,190 
$3,580 
$2,390 
$2,390 
$2,390 


$2,390 
$2,390 
$2,390 
$2,390 
$2,390 
$2,390 
$2,390 


$1,190 
$1,190 
$3,580 
$1,190 
$1,190 
$2,390 
$1,190 
$2,390 
$1,190 
$1,190 


NO CHARGE 











TRANSITION CENTER 


CAREER TRANSITION CENTER 
RV 101 RETIREMENT PLANNING SEMINAR . $540 
KV 102 JOB SEARCH PROGRAM - $3,230 
RV 103 FINANCIAL MANAGEMENT & ESTATE PLANNING SEMINAR .... $110 
RV 104 ANNUITIES & BENEFITS AND SOCIAL SECURITY SEMINAR ...... $110 































TRAINING DIVISION 
BASIC COURSES 
MQIIS EXPLAINING AMERICA —_ — 
MQII6 PROTOCOL AND U.S. REPRESENTATION ABROAD , $170 
MQ802 COMMUNICATING ACROSS CULTURES $170 
MQ803 REALITIES OF FOREIGN SERVICE LIFE ow S170 
MQ9!Il SECURITY OVERSEAS SEMINAR (SOS) — 
MQ9!2 SECURITY OVERSEAS SEMINAR, ADVANCED (ASOS) ....... . $170 
MQ913 SECURITY OVERSEAS SEMINAR FOR TEMPORARY 

DUTY PERSONNEL (TDY SOS) seoseseenee $170 
MQ91i4 SECURITY OVERSEAS SEMINAR YOL 'TH(YSOS) NO CHARGE 
MQ920 FIRE SAFETY NO CHARGE 


PERSONAL PLANNING COURSES 
MQ104 REGULATIONS, ALLOWANCES AND FINANCES IN THE 

FOREIGN SERVICE CONTEXT $520 
MQ915 EMERGENCY MEDICAL CARE AND TRAUMA WORKSHOP $170 
ELIGIBLE FAMILY MEMBER EMPLOYMENT COURSES 
MQI07 ENGLISH TEACHING SEMINAR: AN EMPLOYMENT OPTION $520 





MQII!_ MAKING PRESENTATIONS: FROM DESIGN TO DELIVERY . $520 
MQ703 POST OPTIONS FOR EMPLOYMENT AND TRAINING (POET) .... $170 
MQ704 TARGETING THE JOB MARKET ... $350 
MQII0 DCM/PRINCIPAL OFFICER SPOUSE, THE ROLE 
. OF THE NO CHARGE 
| MQII7 TAX SEMINAR NO CHARGE 
MQ200 GOING OVERSEAS POR SINGLES AND COUPLES 
WITHOUT CHILDREN NOCHARGE 
MQ210 GOING OVERSEAS POR FAMILIES NO CHARGE 
MQ220 GOING OVERSEAS - LOGISTICS FOR ADULTS NO CHARGE 
MQ2™) GOING OVERSEAS - LOGISTICS FOR CHILDREN NO CHARGE 
MQ250 YOUNG DIPLOMATS DAY NO CHARGE 
MiQ00 WELCOME BACK WORKSHOP NO CHARGE 
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MQ302 TRANSITION TO WASHINGTON FOR 


son cncccnenscecceecoscosccoosoooesesos NOCHA, € 
MQS500 ENCOURAGING RESILIENCE IN THE 

ti oi neieineesce sees NO CHARGE 
MQ801 MAINTAINING LONG-DISTANCE RELATIONSHIPS ....... NO CHARGE 
MQ850 DUAL-CULTURE MARRIAGEG............... 0.5.05 cccccececeeees NO CHARGE 
MQ851 RAISING BILINGUAL CHILDREN........................ nae NO CHARGE 
MQ852 PERSONAL FINANCES AND INVESTMENTS 

sac essai cdccsn ess -coshencocos enn NO CHARGE 


MQ853 MANAGING RENTAL PROPERTY FROM OVE # St AS...... NO CHARGE 


ee NO CHARGE 
MQ856 PROMOTING AMERICAN WINES OVERSEASG............... NO CHARGE 
MQ857 OVERSEAS HEALTH CONCERNS............ 0.0.2... cece ecee cee NO CHARGE 
MQ858 U.S. TAX ISSUES & FOREIGN-EARNED INCOME...... .... NOCHARGE 
MQ916 ASAFE OVERSEAS HOME: PROTECTING 

YOURSELF AND YOUR FAMEILY........cccccccscccccescees socecee NO CHARGE 
Sey PF OOUITIID GEE) CIEE cesencecevcscesscessece-cesnsnsensensonscssenennnsaseeseumneneneens NO CHARGE 
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INDEX 


A 


ACCELARATED EXCHANGE 2000 101 
ACCELERATED WINDOWS 2000 103 
ACCESS 2000 COMPREHENSIVE 120 
ACCESS 2000, INTERMEDIATE 97 120 
ACCESS 2000, INTRODUCTION 119 
ACCESS 2000, WORKSHOP 120 
ACCESS TO THE FACILITY 4 
ACCOUNTING, VOUCHERING & 
CERTIFICATION 47 
ACCREDITATION/TRANSCRIPTS 4 
ACQUISITIONS AND REQUISITIONS 
OVERSEAS, INTRODUCTION TO 
305 
ADDRESS 4 
ADMINISTRATION 41 
Administrative Management 41 
Financia! Management 47 
General Services Operations and 
Acquisitions Management 57 
Human Resource Management 64 
ADMINISTERING PUBLIC DIPLOMACY 
GRANTS AND COOPERATION 
288 
ADMINISTERING PUBLIC DIPLOMACY 
OPERATIONS OVERSEAS 281 
ADMISSIONS 5 
ADVANCED AREA STUDIES 71, 75 
ADVANCED CONSULAR COURSE 150 
ADVANCED CONSULAR NAME 
CHECKING TECHNIQUES 147 
ADVANCED HUMAN RESOURCE 
MANAGEMENT WORKSHOP 64 
ADVANCED LEADERSHIP SKILLS 223 
ADVANCED NEGOTIATIONS 250 
ADVANCED NETWORKING 104 
ADVANCED NORTEL 95 
ADVANCED RADIO 96 
ADVANCED ROUTER 
CONFIGURATION 105 
ADVANCED SYSTEMS MANAGEMENT 
SERVER 2.0 97 
ADVANCED WINDOWS 2000 
WIN2000 102 





AIR CON - AIR CONDITIONING 
SYSTEMS 111 
ALASKA FIELD LABORATORY 180 
ALLOWANCES AND FINANCES IN THE 
FOREIGN SERVICE CONTEXT 315 
AMBASSADORIAL SEMINAR 19, 224 
AMERICAN CITIZEN SERVICES FSNS, 
WORKSHOP FOR SENIOR 156 
AMERICAN HUMAN RESOURCE 
MANAGEMENT 65 
ANALYZING AND INTERPRETING 
PERFORMANCE MEASUREMENT 
DATA 275 
ANDEAN REPUBLICS 76 
ANNUITIES, BENEFITS AND SOCIAL 
SECURITY SEMINAR 296 
APPLIED INFORMATION 
TECHNOLOGY, SCHOOL OF 33 
APPROPRIATION LAW 54 
ARABIAN PENINSULA/GULF/SUDAN 
77 
ARABIC (AD), ADVANCED LANGUAGE 
216 
AREA STUDIES 71 
Advanced Area Studies 
Asia 75 
Europe 78 
Near East & North Africa 77 
Russia/Eurasia 77 
Sub-Saharan Africa 75 
Western Hemisphere 76 
General Information 71 
Intensive Regional Area Studies 
China 73 
East Asia 72 
Europe 74, 75 
Near East & North Africa 73 
South Asia 73 
Sub-Saharan Africa 72 
Western Hemisphere 73 
ARMS CONTROL AND 
NONPROLIFERATION 267 
ASSISTING VICTIMS OF CRIME 148 
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INDEX 


AUTOMATION FOR CONSULAR 
MANAGERS 145 

AVIATION POLICY AND 
NEGOTIATION 172 


BALKANS MODULE 75 

BALTICS 78 

BASIC ADMINISTRATIVE 
MANAGEMENT 42 

BASIC COMMUNICATIONS 
OPERATIONS 87 

BASIC COMPETENCIES 21 

BASIC CONSULAR COURSE 149 

BASIC FACILITATION AND DELIVERY 
SKILLS WORKSHOP 309 

BASIC LEADERSHIP SKILLS 224 

BASIC NEPA RECORD-KEEPING, 
OVERSEAS OPERATIONS 161 

BASIC TELEPHONE 90 

BENELUX/EU/NATO 78 

BETTER OFFICE ENGLISH: ORAL 81 

BETTER OFFICE ENGLISH: WRITTEN 81 

BEYOND-THREE LANGUAGE TRAINING 
219 

BILINGUAL CHILDREN 322 

BLACK ROUTER 110 

BRAZIL 76 

BUREAU/MISSION OFFSITES 225 

BUS SERVICE 5 


c 


CABLEXPRESS 104 

CABLEXPRESS ADMINISTRATION 112 
CABLEXPRESS FOR END USERS 121 
CANADA 76 


CANCELLATIONS AND WITHDRAWALS 


6 
CAREER DEVELOPMENT AND 
LONG-TERM TRAINING 6 
CAREER TRANSITION CENTER (CTC) 
39, 311 


CARIBBEAN 76 

CASHIER SUPERVISORS, OVERSEAS 
306 

CASPIAN SEA ENERGY MODULE 74 

CAUCASUS 77 

CAUCASUS AND CENTRAL ASIA 
MODULE 74 

CENTRAL AMERICA AND CARIBBEAN 
76 

CENTRAL ASIA 77 

CERTIFYING OFFICER 304 

CFMS BUDGET EXECUTION (BE) 48 

CFMS MISCELLANEOUS OBLIGATIONS 
(MO) 50 

CFMS REQUISITION DOCUMENTS 
(RQ) 49 

CFMS SYSTEM OVERVIEW & 
ORIENTATION (SO) 48 

CFMS TRAVEL ORDERS (TO) 50 

CHILD CARE 7 

CHILDREN, LOGISTICS FOR GOING 
OVEREAS WITH 319 

CHINA 73, 75 

CHINESE (CM), ADVANCED 
LANGUAGE 216 

CIVIL SERVICE EMPLOYEES, 
ORIENTATION 260 

CIVIL SERVICE OFFICE SUPPORT 
PROFESSIONALS PROGRAM 253 

CIVIL SERVICE SECRETARIAL TRAINING 
FOR ENTERING PERSONNEL 251 

CLOUT - COMMON LAN OUTBOUND 
TELEGRAM RELEASE SYSTEM 103 

COACHING, A TOOL FOR LEADING 
PEOPLE 226 

COAL AND POWER TECHNOLOGY 
177 

COLLECTING AND MEASURING 
PERFORMANCE DATA 275 

COMMERCIAL SATELLITE TERMINALS 
109 

COMMERCIAL TRADECRAFT 173 

COMMERCIAL TRAINING 172 

COMMERCIAL TRAINING, SENIOR 174 
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COMMUNICATING ACROSS 
CULTURES 312 

COMMUNICATION AND PUBLIC 
SPEAKING 81 

COMMUNICATION SKILLS 83 

COMMUNITY LIAISON OFFICE 
COORDINATORS (CLO) 265 

COMPETENCIES 21 

COMPREHENSIVE MS ACCESS 2000 
120 

COMPREHENSIVE MS EXCEL 2000 124 

COMPREHENSIVE MS OUTLOOK 2000 
128 

COMPREHENSIVE MS POWERPOINT 
2000 131 

COMPREHENSIVE MS WORD 2000 
133 

COMPUTER AND COMMUNICA- 
TIONS TECHNOLOGY SKILLS 87 

COMPUTER END-USER SKILLS 117 

COMPUTER SYSTEMS NETWORKING 
115 

COMSEC CUSTODIAN 89 

CONGRESSIONAL RELATIONS 267 

CONSULAR AGENTS WORKSHOP 155 

CONSULAR CORRESPONDENCE 
COURSES 164 

CONSULAR COURSE 147, 150 

CONSULAR FSNS 154 

CONSULAR LEADERSHIP 
DEVELOPMENT CONFERENCE 144 

CONSULAR MANAGEMENT AT A 
SMALL POST 151 

CONSULAR REVIEW AND 
AUTOMATION UPDATE 153 

CONSULAR TRAINING 143 

CONSULAR TRAINING SEGMENTS 152 
American Citizens Services 152 
Immigrant Visas 153 
Nonimmigrant Visas 153 
Passport and Nationality 153 

CONSULTATION: LEARNING STYLES 
DIAGNOSIS 221 


CONSULTATION: LEARNING STYLES 
DIAGNOSIS FOLLOW-UP 221 

CONTACT NUMBERS 7, 353 

CONTRACT ADMINISTRATION 
WORKSHOP 61 

CONTRACTING OFFICER 
REPRESENTATIVE, SELF-STUDY 304 

CONTRACTING OFFICER 
REPRESENTATIVE TRAINING 
(POST-AWARD) 58 

CONTRACTING OFFICER 
REPRESENTATIVE TRAINING 
(PRE-AWARD) 57 

CONTRACTING OFFICER REPRESENTA- 
TIVE TRAINING UPDATE 59 

CORPORATE PRACTICUM 170 

COUNTRY DATA ANALYSIS 79 

CREATIVE PROBLEM SOLVING 
WORKSHOP 226 

CRISIS MANAGEMENT TRAINING 20 

CULTURAL PROGRAMMING OVERSEAS 
286 

CURRENT INSTALLATION PRACTICES 
110 

CUSTOMER SERVICE TRAINING 43 

CUSTOMER-FOCUSED MANAGEMENT 
185 


D 


DATA COMMUNICATIONS 107 

DCM/PRINCIPAL OFFICER SPOUSE, 
THE ROLE OF THE 319 

DEALING WITH THE ELECTRONIC 
MEDIA 280 

DEPUTY CHIEFS OF MISSION/ 
PRINCIPAL OFFICERS SEMINAR 
227 

DESKTOP SYSTEMS 114 

DIPLOMACY, INTERNATIONAL 
CONFLICT 193 

DIRECTIONS 2 

DISTANCE LEARNING 159, 8 

DIVERSE WORKFORCE, LEADING IN A 
168, 234 
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DIVERSITY 167 

DIVERSITY AWARENESS FOR 
MANAGERS AND SUPERVISORS 
167 

DIVERSITY, VALUING IN THE WORK- 
PLACE 247 

DOMESTIC ADMINISTRATIVE OFFICERS 
SEMINAR 44 

DOMESTIC RESEARCH NEEDS 287 

DRAFTING CORRESPONDENCE 82 

DREAMWEAVER 136 

DRESS/CLASSROOM ATMOSPHERE 8 

DS-755 10 

DUAL-~CULTURE MARRIAGES 320 

DUCK, DOMESTIC UNCLASSIFIED 
CABLEXPRESS ADMINISTRATION 
112 


EARLY MORNING COURSES 215 
EAST ASIA 72 
EAST CENTRAL EUROPE 78 
ECONOMIC AND COMMERCIAL 
AFFAIRS 169 
Commercial Training 172 
Economics Courses 169 
Environmental and Resource Courses 
177 
ECONOMIC AND COMMERCIAL 
STUDIES 169 
ECONOMIC ISSUES 170 
EEO/DIVERSITY AWARENESS 167 
EFFECTIVE PUBLIC SPEAKING/ 
EXECUTIVE MEDIA 82 
EFFECTIVE SPEAKING AND LISTENING 
SKILLS 83 
ELECTRONIC MEDIA 280 
ELIGIBLE FAMILY MEMBER 
EMPLOYMENT COURSES 315 
EMERGENCY MEDICAL CARE AND 
TRAUMA WORKSHOP 314 
EMPLOYEE RELATIONS SEMINAR 228 
EMPLOYMENT AND TRAINING (POET) 
316 


ENCOURAGING RESILIENCE IN THE 
FOREIGN SERVICE CHILD 320 

ENGLISH LANGUACE TRAINING 
187, 294 

ENGLISH TEACHING SEMINAR 315 

ENVIRONMENT, SCIENCE. 
TECHNOLOGY AND HEALTH 177 

ENVIRONMENTAL AND RESOURCE 
COURSES 177 

ESTH TRAINING FOR FSNs 179 

EUROPE 74, 78 

EUROPEAN UNION MODULE 74 

EVALUATION DESIGN WORKSHOP 
276 

EVALUATION TOOLS WORKSHOP 276 

EXACOM CALL ACCOUNTING SYSTEM 
4a 

EXCEL 2000, ACCELERATED 101 

EXCEL 2000, COMPREHENSIVE 124 

EXCEL 2000, INTERMEDIATE 123 

EXCEL 2000, INTRODUCTION 122 

EXCEL 2000, WORKSHOP 123 

EXCHANGE 2000 FOR THE 
ENTERPRISE-EXCHANGE 2000 100 

EXECUTIVE COMPETENCIES 24 

EXECUTIVE OVERVIEW TO MANAGING 
STATE PROJECTS 229 

EXECUTIVE PROGRAMS DIVISION 
(LMS/EP) 19 

EXPLAINING AMERICA 312 

EXPRESS ONLINE LANGUAGE 
FAMILIARIZATION 160, 219 

EXTERNAL TRAINING 183, 9 


F 


FA.S.T. COURSES: 213 

FACILITATION AND DELIVERY SKILLS 
WORKSHOP 309 

FACING THE CAMERAS 290 

FALS, FOREIGN AFFAIRS LEADERSHIP 
SEMINAR 229 

FAMILIES 318 

FAST BACKUP COMMUNICATIONS 
FOR NON-IRM PERSONNEL 88 
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. 


FAST TERP - TERP V FOR NON IRM 
PERSONNEL 88 

FASTRAC DISTANCE LEARNING 
COURSES 165 

FERTILE CRESCENT 77 

FIELD SCHOOLS, LANGUACE 216 

FILES MANAGEMENT AND RETIREMENT 
253 

FINANCES AND INVESTMENTS IN THE 
FOREIGN SERVICE 326 

FINANCES IN THE FOREIGN SERVICE 
CONTEXT 315 

FINANCIAL MANAGEMENT 47 

FINANCIAL MANAGEMENT AND 
ESTATE PLANNING SEMINAR 296 

FINANCIAL MANAGEMENT FOR 
LOCALLY EMPLOYED STAFF 51 

FINANCIAL MANAGEMENT OFFICERS 
COURSE (OVERSEAS) 52 

FIRE SAFETY 164, 301 

FOREIGN AFFAIRS LEADERSHIP 
SEMINAR (FALS) 229 

FOREIGN POLICY 269 

FOREIGN POLICY INTERNET 
RESOURCES 287 

FOREIGN SERVICE OFFICE 
MANAGEMENT SPECIALIST 
TRAINING 252 

FOREIGN SERVICE NATIONAL 
TRAINING 185 

FOREIGN SERVICE OFFICERS 260 

FOREIGN-BORN SPOUSES 323 

FORMS 10-13 

FOUR ROLES OF LEADERSHIP 230 

FRANCE 78 

FRAUD PREVENTION FOR CONSULAR 
MANAGERS 154 

FRENCH AND SPANISH FAS.T. 214 

FRENCH, SPANISH, ITALIAN, AND 
PORTUGUESE BASIC 273 

FRONTPAGE 135 

FSN COMMERCIAL ACQUISITIONS 59 

FSN CURRENT ISSUES PROGRAM 292 

FSN ECONOMIC TRAINING 171 


FSN EXCHANGES PROGRAM 291 

FSN INFORMATION RESOURCE 
CENTERS PROGRAM 292 

FSN INFORMATION/MEDIA PROGRAM 
293 

FSN ON-LINE WRITING LAB (OWL) 
187, 293 

FSN POLITICAL TRAINING 268 

FSN POSITION CLASSIFICATION AND 
COMPENSATION 66 

FSN PUBLIC DIPLOMACY TRAINING 
291 

FSN SECRETARIAL SEMINAR 256 

FSN SUPERVISORY SKILLS, BEYOND 
THE BASICS 186 

FSN SUPERVISORY SKILLS WORKSHOP 
185 

FSN TRAINING 185 

FSN TRANSPORTATION WORKSHOP 
& 

FSN WEB-BASED ENGLISH LANGUACE 
TRAINING 187, 294 


G 


GENERAL INFORMATION 4 

GENERAL INFORMATION, SLS 201 

GENERAL SERVICES OPERATIONS 57, 
61 

GENERATORS - POWER GENERATOR 
SYSTEMS 111 

GERMAN FAS.T. 214 

GERMAN BASIC 213 

GERMAN-SPEAKING EUROPE 79 

GLOBAL AND MULTILATERAL ISSUES 
191 

GLOBAL ISSUES 191 

GOING OVERSEAS - LOGISTICS FOR 
ADULTS 318 

GOING OVERSEAS - LOGISTICS FOR 
CHILDREN 319 

GOING OVERSEAS FOR FAMILIES 318 

GOING OVERSEAS FOR SINGLES AND 
COUPLES WITHOUT CHILDREN 
317 
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GOING OVERSEAS SERIES 317 
GREECE/CYPRUS 79 
GUIDED SELF-STUDY, LANGUAGE 220 


HAITI 76 

HEALTH CONCERNS, OVERSEAS 321 

HOW TO BE A CERTIFYING OFFICER 
4 

HOW TO BE A CONTRACTING 
OFFICER REPRESENTATIVE 304 

HOW TO WRITE A STATEMENT OF 
WORK 305 

HTML 161 

HTML PROFICIENCY 134 

HUMAN RESOURCE MANAGEMENT 64 

HUMAN RESOURCE MANAGEMENT AT 
POST 67 

HUMAN RESOURCE MANACEMENT 
COURSE 69 

HUMAN RESOURCE MANAGEMENT 
SPECIAL PROGRAMS 70, 183 

HUMAN RIGHTS IN THE FOREIGN 
POLICY PROCESS 191 

HYPER TEXT MARKUP LANGUAGE 161 


ICASS EXECUTIVE SEMINAR 53 

IMMIGRANT VISA FSNS 157 

IMMIGRATION LAW AND VISA 
OPERATIONS 165 

IMS - INFORMATION MANAGEMENT 
SPECIALIST 90 

INCOMPLETES 15 

INDEPENDENT SELF-STUDY, 
LANGUAGE 220 

INFLUENCE BY DESIGN 231 

INFORMATION CENTER 311 

INFORMATION MANAGEMENT TRAIN- 
ING DIVISION (SAIT/IMT) 33 

INFORMATION TECHNOLOGY, 
PUBLIC DIPLOMACY AND 282 


INFORMATION TECHNOLOGY, 
SCHOOL OF APPLIED 33 

INL ORIENTATION WORKSHOP 192 

INSULAR SOUTHEAST ASIA 76 

INTELLECTUAL PROPERTY RIGHTS 176 

INTELLIGENCE AND FOREIGN POLICY 
269 

INTENSIVE REGIONAL AREA STUDIES 
71,72 

INTERMEDIATE LEADERSHIP SKILLS 
232 

INTERMEDIATE MS WORD 2000 133 

INTERNATIONAL CONFLICT. 
DIPLOMACY 193 

INTERNATIONAL CONFLICT. PEACE 
OPERATIONS 193 

INTERNATIONAL CONFLICT 
WORKSHOP: PREVENTION TO 
INTERVENTION 194 

INTERNATIONAL NEGOTIATION: 
ART AND SKILLS 249 

INTERNATIONAL TERRORISM: 
UNDERSTANDING THE THREAT 
195 

INTERNET FOR POWER USERS 125 

INTERNET RESOURCES FOR 
DOMESTIC RESEARCH NEEDS 287 

INTERPERSONAL SKILLS 199 

INTERPRE TING PERFORMANCE 
MEASUREMENT DATA 275 

INTRODUCTION TO DATA 
COMMUNICATIONS 107 

INTRODUCTION TO MANAGEMENT 
SKILLS 232 

INTRODUCTION TO MS ACCESS 2000 
119 

INTRODUCTION TO SIMPLIFIED 
ACQUISITIONS AND REQUISI- 
TIONS OVERSEAS 305 

INTRODUCTION TO TELEPHONE 
SECURITY 91 

INTRODUCTION TO WORKING IN 
AN EMBASSY 259 
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IRM SPECIFIC ORIENTATION FOR IM 
SPECIALISTS 114 

ITALIAN AND PORTUGUESE FAS.T. 
214 

ITALY, SPAIN AND PORTUCAL 79 


JAPAN 75 

JAPANESE (JA), ADVANCED LANGUACE 
217 

JOB MARKET 317 

JOB SAVVY: SKILLS FOR WORKPLACE 
SUCCESS 251 

JOB SEARCH PROGRAM 295 


KOREA 75 
KOREAN (KP), ADVANCED LANGUAGE 
217 


L 


LABOR OFFICER SKILLS 196, 270 
LABOR RIGHTS REPORTING 197, 270 
LANGUAGE STUDIES, SCHOOL OF 35 
LANGUAGE STUDIES 201 

Basic Courses 205 

Beyond-Three 219 

Consultation 221 

Early Morning Courses 215 

Express Online Course 219 

FAST Courses 213 

Field Schools 216 

General information 201 

Language Codes 204 

Online introductory Course 218 

Online Reading Maintenance 217 

Post Language Program 220 

Program Codes 203 

Quick Reference Start Dates 207 


Retresher Courses 215 
Self-Study Program 220 

LANGUACE TESTING 14, 35 

LEADERSHIP/MANAGEMENT 223 

LEADERSHIP AND MANAGEMENT 
SCHOOL 18 

LEADERSHIP POTENTIAL SEMINAR 
183, 234 

LEADERSHIP SEMINAR, ADVANCED 
223 

LEADERSHIP SEMINAR, (FALS) 229 

LEADERSHIP SKILLS, BASIC 224 

LEADERSHIP SKILLS, INTERMEDIATE 
232 

LEADING IN A DIVERSE WORKFORCE 
168, 234 

LEADING PEOPLE: SEMINAR FOR NEW 
MANAGERS 233 

LEADING STAFF AND MANAGING 
RESOURCES FOR PUBLIC 
DIPLOMACY 278 

LEAVE 14 

LEGAL CONSIDERATIONS IN THE 
FOREIGN SERVICE 325 

LOGISTICS FOR ADULTS 318 

LOGISTICS FOR CHILDREN 319 

LONG-TERM LANGUACE & AREA 
STUDIES 205 

LOTUS/DOMINO 98 


M 


M&E WORKSHOP 273 
MAINLAND SOUTHEAST ASIA 76 
MAINTAINING LONG-DISTANCE 
RELATIONSHIPS 321 
MAKING PRESENTATIONS: FROM 
DESIGN TO DELIVERY 316 
MANAGEMENT CONTROLS 
WORKBOOK 306 
MANAGEMENT CONTROLS 
WORKSHOP 45 
MANAGEMENT DEVELOPMENT 
DIVSION (LMS/MDD) 20 
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MANAGEMENT DEVELOPMENT 
SEMINAR: LEADING 
ORGANIZATIONS 184, 233 

MANAGEMENT SKILLS 232 

MANAGERIAL COMPETENCIES 23 

MANAGING A WINDOWS 2000 
NETWORK 99 

MANAGING CHANGE 235 

MANAGING CONFLICT 
PRODUCTIVELY 235 

MANAGING CUSTOMER SERVICE 46 

MANAGING PEOPLE PROBLEMS 236 

MANAGING RENTALPROPERTY FROM 
OVERSEAS 326 

MANAGING STATE PROJECTS 229, 237 

MANAGING UP: LINKING SUPPORT 
AND SUPERVISION 238, 257 

MAPS 2,3 

MEDICAL CARE AND TRAUMA 
WORKSHOP 314 

MERIDIAN 61C 94 

MESSAGES 8, 14 

MEXICO 76 

MS ACCESS 2000 119, 120 

MS EXCEL 2000 122 

MS EXCHANGE 101 

MS OFFICE 2000 QUICK REVIEW 117 

MS OFFICE 2000 WEEK 118 

MS OUTLOOK 2000 127 

MS POWERPOINT 2000 129 

MS PROJECT 2000 129 

MS WORD 2000 132 

MLAT TESTING 14 

MOLDOVA 78 

MONGOLIA 75 

MULTILATERAL DIPLOMACY 197 

MULTIMEDIA SELF-STUDY LANGUAGE 
PROGRAM 303 


N 


NAME CHECKING TECHINIQUES, 
ADVANCED CONSULAR 147 


NATIONALITY LAW AND CONSULAR 
PROCEDURES 165 

NEAR EAST AND NORTH AFRICA 73, 
77 

NEGOTIATION 249 

NEGOTIATION SKILLS FOR MANAGERS 
239 

NEGOTIATION: ART AND SKILLS 249 

NEGOTIATIONS, ADVANCED 250 

NEPA RECORD KEEPING, OVERSEAS 
OPERATIONS 161 

NEPA TRAINING, DOMESTIC 
OPERATIONS 63 

NETWORKING, ADVANCED 104 

NEW MANACERS-LEADING PEOPLE 
SEMINAR 184 

NEW TRENDS IN PUBLIC DIPLOMACY 
289 

NEW WAYS TO PROBLEM SOLVING 
254 

NO SHOW'S AND INCOMPLETES 15 

NONIMMIGRANT VISA FSNS 155 

NONPROLIFERATION 267 

NORDIC COUNTRIES 78 

NORTEL, ADVANCED 95 

NORTHERN AFRICA 77 

NT 4.0 for CABLEXPRESS 99 


O 


OBC INFORMATION CENTER 39, 311 

OFFICE MANAGEMENT 251 

OFFICE TECHNOLOGY IN THE 21ST 
CENTURY 254 

ONLINE EXPRESS LANGUAGE 
FAMILIARIZATION COURSE 219 

ONLINE INTRODUCTION TO HTML 
161 

ONLINE INTRODUCTORY LANGUAGE 
COURSE 159, 218 

ONLINE LANGUAGE COURSES 159, 
217 

ONLINE READING MAINTENANCE 
COURSE 159, 217 
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ONLINE WRITING LAB 293 

OPEN NET PLUS AND THE INTERNET 
125 

OPM COMPETENCIES 21 

ORACLE 81 DATABASE ADMINISTRA- 
TION 98 

ORAL, BETTER OFFICE ENGLISH 81 

ORIENTATION 259 

ORIENTATION FOR CIVIL SERVICE 
EMPLOYEES 260 

ORIENTATION FOR FOREIGN SERVICE 
OFFICERS 260 

ORIENTATION FOR FOREIGN SERVICE 
SPECIALISTS 261 

ORIENTATION TO OVERSEAS 
CONSULAR DUTY OFFICER 
RESPONSIBILITIES 143 

OUT AND ABOUT 201 

OUTLOOK, INTRODUCTION TO 127 

OUTLOOK 2000, COMPREHENSIVE 
128 

OUTLOOK 2000, WORKSHOP 127 

OVERSEAS ADMINISTRATIVE 
MANAGEMENT COURSE 41 

OVERSEAS ADVANCED LANGUAGE 
TRAINING: THE FIELD SCHOOLS 
216 

OVERSEAS CASHIER SUPERVISORS 306 

OVERSEAS CASHIERS (CD-ROM) 163 

OVERSEAS CITIZENS SERVICES 165 

OVERSEAS HEALTH CONCERNS 321 

OVERSEAS LIVING 265 

OVERSEAS VOUCHER EXAMINERS 307 


P 


PARKING/CARPOOLS 15 

PASSPORT EXAMINERS 
CORRESPONDENCE COURSE 165 

PATHWAYS TO SUCCESS 252 

PC/WINDOWS, INTRODUCTION 134 

PEACT OPERATIONS 193 

PERFORMANCE MANAGEMENT 
SEMINAR 240 


PERFORMANCE MEASUREMENT 244 

PERSONAL FINANCES AND 
INVESTMENTS IN THE FOREIGN 
SERVICE 326 

PETROLEUM AND GAS INDUSTRY 179 

PETS 324 

PLANNING AND IMPLEMENTING 
PUBLIC DIPLOMACY STRATEGY 
285 

POLAND 78 

POLITICAL 267 

POLITICAL-MILITARY AFFAIRS 270 

POLITICALIECONOMIC TRADECRAFT 
171, 271 

POPULATION, REFUGEE AND 
MIGRATION OFFICERS: 
ORIENTATION 272 

POPULATION, REFUGEE, AND 
MIGRATION OFFICERS, MAE 
WORKSHOP 273 

PORTUGUESE FAS.T. 214 

POST LANGUAGE PROGRAM OFFICER 
COURSE 220 

POST OPTIONS FOR EMPLOYMENT 
AND TRAINING (POET) 316 

POWERPOINT 2000, COMPREHENSIVE 
131 

POWERPOINT 2000, INTERMEDIATE 
130 

POWERPOINT 2000, INTRODUCTION 
129 

POWERPOINT 2000, WORKSHOP 130 

PRESENTATION SKILLS 279 

PRESENTATIONS: FROM DESIGN TO 
DELIVERY 316 

PRINCIPLES OF APPROPRIATION LAW 
4 

PROBLEM SOLVING 254 

PRODUCTIVELY MANAGING STRESS 
241 

PROFESSIONAL AND AREA STUDIES, 
SCHOOL OF 37 

PROFESSIONAL DEVELOPMENT 
DIVISION (SAIT/PDD) 33 
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SPECIALISTS 255 

PROFESSIONAL SKILLS DEVELOPMENT 
FOR COMMUNITY LIAISON 
OFFICE COORDINATORS 265 

PROGRAM CODES, LANGUAGE 203 

PROGRAM PLANNING AND 
ASSESSMENT 275 

PROJECT 2000, MS 129 

PROMOTING AMERICAN WINES 
OVERSEAS 322 

PROOFREADING 84 

PROPERTY MANAGEMENT FOR 
CUSTODIAL OFFICERS 64 

PROTOCOL AND 
U.S.REPRESEN TATION ABROAD 
313 

PUBLIC DIPLOMACY 277 

PUBLIC DIPLOMACY AND 
INFORMATION TECHNOLOGY 
282 

PUBLIC DIPLOMACY BASICS 290 

PUBLIC DIPLOMACY OPERATIONS 
OVERSEAS 281 

PUBLIC DIPLOMACY PRACTICE AND 
THEORY 264 

PUBLIC DIPLOMACY PROGRAMS, 
PRODUCTS AND SERVICES 283 

PUBLIC DIPLOMACY TRADECRAFT 
277 

PUBLIC SPEAKING 82 

PURCHASE CARD SELF-CERTIFICATION 
TRAINING 162 


RADIO, ADVANCED 96 

RAISING BILINGUAL CHILDREN 322 

REALITIES OF FOREIGN SERVICE LIFE 
313 

REFRESHER COURSES, LANGUACE 215 
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REGIONAL CONSULAR 
OFFICERSWORKSHOP 145 

REGIONAL WORKSHOP FORK 
CONSULAR FSNS 154 

REGISTRATION, ADMISSION 5 

REGISTRATION, LANGUACE 202 

REGULATIONS, ALLOWANCES AND 
FINANCES IN THE FOREIGN 
SERVICE CONTEXT 315 

REIMBURSEMENTS 16 

RENTAL PROPERTY 326 

RESOURCE REPORTING OFFICER 
TRAINING 181 

RETIREMENT 295 

RETIREMENT PLANNING SEMINAR 295 

ROLE OF THE SPOKESPERSON/HOW 
THE MEDIA WORK 279 

ROMANIA AND MOLDOVA 78 

ROUTER CONFIGURATION, 
ADVANCED 105 

RUNNING EFFECTIVE MEETINGS 
WORKSHOP 241 

RUSSIA/BELARUS 77 

RUSSIAVEURASIA 74, 77 

RUSSIAN and GERMAN FAS.T. 214 


S 


SAFE OVERSEAS HOME: PROTECTING 
YOURSELF AND YOUR FAMILY 
323 

SAIT DISTANCE LEARNING COURSES 
166 

SC -7 SATELLITE OPERATONS AND 
MAINTENANCE 106 

SCHOOL OF APPLIED INFORMATION 
TECHNOLOGY 33 

SCHOOL OF LANGUAGE STUDIES 35 

SCHOOL OF PROFESSIONAL AND 
AREA STUDIES 37 

SCIENCE AND TECHNOLOGY 177 

SCUP SATELLITE TERMINAL-SCUP 106 

SECURITY 299 











SECURITY OVERSEAS SEMINAR (SOS) 
8 
SECURITY OVERSEAS SEMINAR, 
ADVANCED (ASOS) 299 
SECURITY OVERSEAS SEMINAR FOR 
TEMPORARY DUTY PERSONNEL 
301 
SECURITY OVERSEAS SEMINAR, 
YOUTH (YSOS) 300 
SELF-STUDY - TRADITIONAL 303 
SELF-STUDY LANGUAGE PROGRAMS 
03 
SEMINAR FOR NEW MANAGERS- 
LEADING PEOPLE 184 
SENIOR COMMERCIAL COURSE 174 
SENIOR SEMINAR 18, 242 
— SEPISCP OPS 89 
SEVEN HABITS OF HIGHLY EFFECTIVE 
PEOPLE 243 
SHUTTLE BUS SERVICE. 5 
SIMPLIFIED ACQUISITIONS AND 
REQUISITIONS OVERSEAS 305 
SIPRNET & INELINK-S 138 
SMS 2.0, ADVANCED 97 
SOCIAL SECURITY SEMINAR 296 
SOUTH ASIA 73, 75 
SOUTH CENTRAL EUROPE 78 
SOUTHEAST ASIA 73, 76 
SPEAKING AND LISTENING SKILLS 83 
SPECIAL EMBASSY POST AND SPECIAL 
CONSULATE POST OPERATIONS 
89 
SPECIAL NEEDS 15 
SPECIAL PROGRAMS 38 
SPEECHWRITING AND PRESENTATION 
SKILLS 279 
STARTING RIGHT: SEMINAR FOR 
PROGRAM DIRECTORS 243 
STATEMENT OF WORK 305 
STRATEGIC PLANNING AND 
PERFORMANCE MEASUREMENT 
244 
STRATEGIC THINKING AND 
PLANNING, WORKSHOP 244 


SUB-SAHARAN AFRICA 72, 75 

SUPERVISING A CASHIER 55 

SUPERVISORY COMPETENCIES 22 

SUPPORTING CA APPLICATIONS 113 

SX-2000 - MITEL PBX SX-2000 93 

SX-200D - MITEL PBX SX-200 DIGITAL 
92 

SX-50 - MITEL PBX SX-50 92 

SYSTEM ADMINISTRATION FOR 
MICROSOFT SOL SERVER 7.0 97 


T 


TALENT BANK 40 

TARGETING THE JOB MARKET 317 

TASK FORCE fi CRISIS WORK 147 

TASK FORCES AND CONSULAR 
POLICY 146 

TAX ISSUES & FOREIGN-EARNED 
INCOME 327 

TAX SEMINAR 327 

TEAM LEADERSHIP WORKSHOP 246 

TEAMBUILDING 245 

TELECOMMUNICATIONS INDUSTRY 
174 

TELEPHONE SECURITY 91 

TERP V - TERMINAL EQUIPMENT 
REPLACEMENT PROGRAM V 87 

TERRORISM: UNDERSTANDING THE 
THREAT AND FORMULATING A 
RESPONSE 195 

TRADE AGREEMENT IMPLEMENTATION 
175 

TRADE AND ENVIRONMENT 178 

TRADE AND PROJECT FINANCE 176 

TRADE DISPUTE RESOLUTION 175 

TRADITIONAL SELF-STUDY LANGUAGE 
PROGRAM 303 

TRAINING CONTINUA 16 

TRAINING DESIGN WORKSHOP 309 

TRAINING DIVISION 39, 311 

TRAINING FOR OVERSEAS CASHIER 
SUPERVISORS 306 
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TRAINING FOR OV? R5EAS CASHIERS WEB SITE MANAGEMENT USING 


(CD-ROM VERSION) 163 FRONTPAGE 135 
TRAINING SKILLS 309 WELCOME BACK WORKSHOP 324 
TRAINING FOR OVERSEAS VOUCHER WESTERN HEMISPHERE 73, 76 
EXAMINERS 307 WIDE BAND N.E.T. 108 
TRANSCRIPTS 16 WIDE-BAND DIGITAL TRANSMISSION 
TRANSITION CENTER 39 NETWORKING 108 
TRANSITION TO WASHINGTON FOR WINDOWS 2000, ACCELERATED MS 
FOREIGN-BORN SPOUSES 323 103 
TRANSITIONS 311 WINDOWS 2000, MANAGING A 
TRANSPORTATION WORKSHOP 60 NETWORK 99 
TRAVEL REGULATIONS AND WIRELESS SYSTEMS TRAINING 95 
VOUCHERS 256 WITHDRAWALS 6 
TRAVELING WITH PETS 324 WORD 2000, COMPREHENSIVE 133 
TUITION AND REIMBURSEMENTS 16 WORD 2000, INTERMEDIATE 133 
TUITIONS 329 WORD 2000, INTRODUCTION 132 
TURKEY 77 WORD 2000, WORKSHOP 132 


WORKING IN AN EMBASSY 259 
WORKING WITH ICASS 56 

U WORKSHOP ACCESS 2000 119 
WORKSHOP FOR SENIOR AMERICAN 


UKRAINE 77 | 
, CITIZEN SERVICES FSNS 156 
US ——e WORKSHOP FOR SENIOR IMMIGRANT 
VISA FSNS 157 
WORKSHOP FOR SENIOR 
y NONIMMIGRANT VISA FSNS 155 
WRITING EFFECTIVE LETTERS AND 
VALUING DIVERSITY IN THE WORK. MEMOS 81, 83. 85 
PLACE 247 WRITING LAB 187 
VICTIMS OF CRIME, ASSISTING 148 WRITTEN, BETTER OFFICE ENGLISH 81 


VIETNAM/ICAMBODIA 76 
VISUAL AID BASICS 84 
VOUCHER EXAINERS, OVERSEAS 307 Y 


YOUNG DIPLOMATS DAY 325 
Ww 


WASHINGTON TRADECRAFT 262 

WEATHER RELATED CLOSINGS 17 

WEB DEVELOPMENT FUNDAMENTALS 
126 

WEB SITE ACCESSIBILITY AND 
USABILITY 137 

WEB SITE MANAGEMENT USING 
DREAMWEAVER 136 
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CONTACT NUMBERS 


For general course and registration 
information, contact the FSI Office of the 


Registrar 


Telephone: (103) 002-7143 or 7144 
TTY Phone: (703) 02-7449 

PAX: (703) 302-7152 
Student 

Messages: (703) W02-71430n 7144 


For information on specific programs. 
contact individual department chairs 


For other information, contact the Regrstrar, 
Alice Murray, on (703) 302-714.77144, FAX 
(703) 302-7152. of the Executive Director for 
Management, Catherine Russell, on (703) 
412.6729, FAX (703) 302-7227 


EXECUTIVE OFFICE 
FOR MANAGEMENT 


EXECUTIVE DIRECTOR 

(703) #026729 

AUDIO VISUAL FACILITY 

(703) WD -67RR 

BUDGET AND MANAGEMENT OFFICE 
(70%) W2-7 284 

GENERAL SERVICES ACQUISITIONS 
(704%) WHD.7243 

MULTIMEDIA AND LIBRARY SERVICES 
wht) wy. 718) 

OFFICE OF MANAGEMENT 
INFORMATION SYSTEMS 

(703) W2.7201 

PERSONNEL OFFICE 

(703) WD) -6813 

OFFICE OF THE RECASTRAR 

(704) WHD.714 7144 





+ 
| . ~ 


LEADERSHIP AND MANAGEMENT 
SCHOOL 
(703) 302-6743 
THE SENIOR SEMINAR 
(703) 302-7178 
CRISIS MANAGEMENT TRAINING 
(703) 302-7366 
EXECUTIVE PROGRAMS 
(703) 302-7194 
MANAGEMENT DEVELOPMENT 
TRAINING 
(703) 302-7199 


THE SCHOOL OF APPLIED 
INFORMATION TECHNOLOGY 
(703) 302-6957 
INFORMATION MANAGEMENT 
TRAINING 
(703) W2-6752 
PROFESSIONAL DEVELOPMENT 
(703) 302-9000 


THE SCHOOL OF 

LANGUAGE STUDIES 

(703) 302-7242 
ROMANCE AND NORDIC 
LANGUAGES 
(703) W02-7527 
EUROPEAN, CENTRAL ASIAN, AND 
AFRICAN LANGUAGES 
(703) 302-7061 
ARABIC AND ASIAN LANGUAGES 
(703) 302.7291 


THE SCHOOL OF PROFESSIONAL 
AND AREA STUDIES 
(703) 302-6940 

ADMINISTRATIVE TRAINING 

(703) 302-4986 

AREA STUDIES 

(703) 302-6863 

CONSULAR TRAINING 

(704) W).7164 
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CURRICULUM AND STAFF TRANSITION CENTER 
DEVELOPMENT (703) 302-7272 

(703) 302-6952 CAREER TRANSITION CENTER 
ECONOMIC TRAINING (703) 302-7407 

(703) 302-7257 THE OVERSEAS BRIEFING CENTER 
OFFICE MANAGEMENT TRAINING (INFORMATION CENTER) 
(703) 302-6926 (703) 302-7276 

ORIENTATION TRAINING DIVISION 

(703) 302-6996 (703) 302-7267 

POLITICAL TRAINING 

(703) 302-7184 

PUBLIC DIPLOMACY 

(703) 302-6940 
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OULESTMONNAIRI 


LET US HEAR FROM YOU 


We would like to know your opinion of the FSI catalog format, along with any additional 
comments you may have about this publication. Please take a few minutes to complete the 
evaluation below. Please comment on any statement with which you disagree. 


1. This Schedule of Courses catalog is user friendly. (jAgree () Disagree 
2. It was easy to locate the information that I needed. (jAgree (_)Disagree 
3. The themes used were applicable to my area of interest. (jAgree () Disagree 


4. The cross-referencing in the index served as a useful guide 
in helping me locate the course to meet my training needs. (_) Agree (_) Disagree 


5. The course description section was informative LjAgree (J Disagree 


6. Additional Comments: 


Please return this page to: 
U.S. Department of State 
Foreign Service Institute 
Geroge P. Shultz National Foreign Affairs Training Center 
Office of the Registrar, Room F-2210 
4000 Arlington Blvd. 
Arlington, Virginia 22204-1500 


Or fax to 
703-302-7152 
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